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1 Introduction to CHRIS

The Corporate Human Resource Information System (CHRIS) evolved from a corporate strategic planning process
where Department of Energy’s human resource (HR) community recognized the need to operate its HR programs
more efficiently, reduce paperwork, and eliminate redundant and non-Y2K compliant information systems. CHRIS
capitalizes on the latest information technology for meeting the Department’s core and priority human resource
mission functions.

Effective September 27, 1998, CHRIS became the Department of Energy’s official personnel system of record.
CHRIS replaced the PERS portion of the DOE’s legacy PAY/PERS system. Other than the last official action on or
before the implementation date, historical personnel actions were not loaded in CHRIS. Personnel actions can be
processed in CHRIS as they are received, regardless of the effective date. Certain payroll-related benefit
documents, such as health benefits and Thrift Savings Plan, are processed in CHRIS by the Payroll Office.
Personnel data processed in CHRIS is interfaced with the Department’s current payroll (PAYS) system. Security
access and integrity of CHRIS are supported through the use of user identifications and passwords to prevent
unauthorized use of the system and databases. The system incorporates edit and warning messages and validates
certain employee data based on tables to ensure data integrity and the accuracy of the personnel actions and reports
generated.

Currently, CHRIS is being utilized to process SF-52’s and SF-50’s. Eventually CHRIS will be used to:
= Align core HR needs and practices across the DOE community;
= Consolidate personnel data into a single integrated system; and
= Provide better information for improved decision making.

CHRIS will enable:
= Managers and supervisors to access real-time personnel data from their desktops;
= Managers and supervisors to initiate personnel requests and receive notification of their processing
electronically (i.e., SF-52’s and 50’s will be done on-line);
= Enable employees to view and enter their own personal data and make changes to their benefits
information;
= Provide personnel forms on-line and automate certain notification processes.

About this User Manual

The CHRIS Users’ Manual provides the proper procedure and step-by-step instructions for processing personnel
actions and performing other related activities in the automated system, such as generating reports and ticklers. This
manual should be used as a supplement to the documentation and processing guidance on preparing actions
contained in Office of Personnel Management (OPM)’s Guide to Processing Personnel Actions, as well as
Departmental and collective bargaining unit agreements. CHRIS HR Bulletins are issued when information needs
to be transmitted immediately.
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2 CHRIS Basics

Contents

= Key Concepts
= CHRIS Environment
= Relational Database
= Effective Dates

= Key Features
= Menus
= Pages
= Field
= Row

= Navigational Techniques and Tips
= Techniques
= Tips

= CHRIS Pages
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2.1 Key Concepts

CHRIS Environment

The CHRIS database is physically located at the National Energy Technology Laboratory (NETL) in Morgantown,
West Virginia. It is accessible to DOE sites across the country through web technology. This technology involves
storing the database on a large computer (referred to as the “database server”). Also setup at this site is a system of
Application Servers, Batch Servers, Web Servers and a Report Repository. Each site has access via DOENet to the
database through the web hitting one of two Web Servers. These Web Servers pass information requests through
the Application Server. The Application Server then sends the requests on to the Batch Server or database server
for processing. The reporting results get transferred over to the Report Repository for user access via the web. This
technology combines the power of main frame computing with the ease and speed of the web. Because PeopleSoft
uses Structured Query Language (SQL) when you access the database, you are requesting and receiving only the
specific data you need at that time not the entire database.

Relational Database

CHRIS is a relational database built using the PeopleSoft Federal Version 8.0. In its simplest sense, a relational
database is a series of tables linked by key fields. The advantage of a relational database is that you only have to
enter data into a table once and it will automatically populate related fields. This saves time and decreases potential
data entry errors.

Tables are the foundation of the database. Each table is comprised of columns and rows like a spreadsheet. The
columns in each table are the fields you see in pages as you enter data in the program. The rows of the table are the

records and contain the entries that you make in each field.

Column (Field)

Emplid Name Street City State
100 Rodriquez,Anna 897 Cavalry Arlington VT
Row
(Record) 101 Stream,Daniel 325 Lennon Rockville MD
102 Eggert,John 305 Maple Alexandria VA

Each table has a unique name and is linked by key fields to create the relational database. Foundation tables are
updated by the system administrator only. Whenever you process actions, you are actually changing/creating
records in the database.
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Effective Dates

Rows of data (or records) in a table are effective dated. This means a date is attached to the record that tells the
computer and the user the date the record goes into effect.

CHRIS uses three types of dates to manage DOE records:

Future: Data rows that have effective dates greater than the system date;

Current: The data row with the most recent effective date closest to today’s system date—but not
a future date. Only one row is the current row; and

= History: Data rows that have effective dates less than the current data row.

=
=

This effective date arrangement provides three benefits to DOE:

First, it enables the Department to maintain a complete chronological history of all personnel and position
data. With this information at our fingertips, we can roll back the system to a particular time to perform
analyses. Or we can roll it forward to project the impact of future actions on the organization.

Second, the system uses the effective date to determine which records are operational. This means you
can actually enter actions before they become effective. You just have to be sure to enter the date on
which the system should recognize the effective date of the action.

For example: In July, you enter information for a promotion that is not effective until
September 1 (a future action). On September 1, the system will recognize the action as the
current/operational data and the previous record concerning that person becomes the historical
record.

Third, you can process more than one action effective the same day.
For example, you could enter a promotion and a change in work schedule to be effective the

same day and the system will automatically assign a sequence number to each action. It is the
user’s responsibility to determine the order in which the actions should be processed.
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2.2 Key Features

Menus

Menus provide the list of processes and their associated pages. The menus pull down from the menu bar. The types
of menus available vary from window to window.

Pages

Each menu option (process) opens into a page. Pages are the screens on which you enter data into the database.
They are comprised of fields that:

= have been filled in (populated) by data already present in the database;
= have valid values available for you to select from a pull down list; or
= have blanks for you to insert the appropriate information.

You move between pages by clicking on the scroll bar or the folder tabs along the top of the page.

You must complete all the required fields in a page before it will allow you to save.

Field

A field is the point of data entry on a page. It is comprised of a label and an entry blank. The label references the
column of the associated table. The entry blank is where you physically enter/modify data, either by typing or by
selecting a valid value from a list.

Row

A row is a portion of the database in which you enter data to form a record. Each row has an effective date
associated with it. It is possible to enter multiple rows in certain ficlds. For example, under the field “Remark CD”
you enter a separate row for each remark, i.e., one row for a K16, one row for a K20, etc. You can move between
the various rows for that field by using a scroll bar or left and right arrows.
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2.3 Navigational Techniques and Tips

Techniques

The following are ways to

help you get around CHRIS as efficiently as possible. Frequently, there is more than one

way to get to where you want to go.

Cursor

Tab/Shift+Tab

Save

Scroll Bar

Magnifying Glass

Advanced Search

New Window

Breadcrumbs

View All

< or>
First

Last

09/05/03

Simply use the mouse to move the cursor to wherever you want to enter data or select
an item and click. This is not usually the fastest way to navigate; though sometimes it is
the only option.

This is the best way to move between fields on a page. To move forward, use tab. To
move backward, use shift+tab. Note that options selected from valid value lists or pull
down menus may not appear until you have tabbed to the next field. When you use tab
to move between fields, the field is highlighted as you move into it, which allows you to
type over existing data.

Save after you have completed an action. If you try to save before the action is complete,
you are likely to get an error message telling you that required fields are missing. You
must go back and fill in the required fields before the system will allow you to save.

Use the scroll bar to move between rows of data for any given field.

These appear at the right side of fields. Click on them once and they will reveal a list of
valid values for that field. Use these whenever they are available rather than keying in
the data. Frequently it is faster, and it avoids data entry mistakes.

Enables you to narrow a search by entering more than one search criterion. It provides
fields for you to enter known data that will narrow the options provided in a valid value
box. For example, if you are trying to locate a record for an employee named Smith and
the system has 50 Smiths in it, you can use the Advanced Search and enter other data that
will narrow the options so that you don’t have to scroll through all 50 names.

To open more than one window, choose “New Window.” The window you were
previously working on will minimize at the bottom of you desktop. This option will
allow you to toggle between processes.

Display the path used to navigate throughout menu options.

Allows you to view multiple rows of data all together as opposed to using the scroll bar
to view multiple rows individually.

Allows you to scroll through a record one transaction at a time
Allows you to view the most recent transaction within a record.
Allows you to view the oldest transaction within a record.

Used to add a row of data.
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- Used to delete a row of data.

Include History Used if you want to view all rows within a record but only want to insert or change
future rows.

Correct History Used to view all history, current & future rows or correct or delete an action with a
PARStatus of REQ.
Date Prompt This is a button next to a date field that presents a calendar with the (current) system date

displayed. You can change the month and year by clicking on the arrows in the calendar.
This option can be used instead of manually typing in a date field.
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Tips

The following are a few reminders to help you along the way.

Preserve Old Records

Find a Valid Value

Tab Between Fields

Avoid Typing

09/05/03

Be sure you insert a new row whenever you enter a change. You do not want to literally
change the data in the pages because you want to preserve the historical record. You
want to insert a new row and enter the new information under the new effective date. It’s
the effective date that determines which record the system uses as the valid current data.

If you are having trouble finding a valid value and the pull down list associated with a
field is too long to read through, Click on the magnifying glass. This will bring up a
dialogue box that will help you identify and limit the number of options available.

This is the safest way to get around a page. It will also prevent you from skipping over a
required field.

Whenever the option is available, use the magnifying glass to select valid values. This

will frequently be quicker than typing and will prevent you from making data entry
errors.
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2.4 CHRIS Pages

You will have access to the following menus:

= Develop Workforce, where you will access Manage Positions to create or
modify position information.

= Administer Workforce, where you will process all personnel actions, enter
employee review and education information, as well as review records.

= Compensate Employees, where you will access Administer Base Benefits
to view benefit information.

= Monitor Workplace, where DOE Reports are listed.

= Define Business Rules, where DOE Reports are listed

= PeopleTools, where you run queries and access the Report List for printing.
[¢- 2 QA OEIEIw-R EEN

S

Home

& Home S Sign Qut

D Administer Workforce

@ Compensate Emplovees
@ Monitor Workplace

D Define Business Rules
D Training Workflow

@ PeopleTools
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&2 QRAQEI B TFw -2 R

Home = Develop Workforce = Manage Posgitions {(JUSF) = Use

@ Home S Sign Out

[O Mahage Positions (USF) [O Use fosition Data
@ Report
@ DOE Report

USE is where you create or modify position information.
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&2 QNN AEIETw -2

—

Home = Develop Workforce = Manage Pogitions {(JUSF) = Report

& Home

——
[O Manage Positions (USF) @ Use

'[a Repor TR

@ DOE Report |

REPORT is where you have the option of printing an OF-8§.
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&= D AREIBE-SGr -2 EEE

Hore = Develop Workforce = Manage Positions (USF) = DOE Report

& Home

S Sign Out

[d Wanage Positions (USF) & Use wacant Position Report
1 @ Report Job Code Table

[d DOE Report Official Fosition Titles
1 Organization Position Titles

DOE Report is where you may generate the following reports:
= Vacant Position Report
= Job Code Table
= Official Position Titles
= Organization Position Titles
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&= D AREIBE-SGr -2 EEE

Horme = Administer Workforce = Administer\Workforce (USF) = Use

& Horne

oy
[aAdministerWDrkfurce {LSF) [d Usze Heguest Hire
o hanage Performance (USF) | D Usez _
Education
& Inguire
Address Changes
@ DOE Report

WG] Monpay Hours

Reguest Action

Carrection

Cancellation

The USE menu is where you select the process that you want to perform.

The Request Hire option is where you will process new hire actions.

Education is where you will process changes/additions to employees’ education information.
WGI NonPay Hours is where you view nonpay hour balances.

Request Action is where all other personnel actions are processed.

Correction and Cancellation are the options to process those types of actions.
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&= D AREIBESGr -2 EEE

g

Home = Adrinister Workforce = Manage Performance (USF) = Use

= Home

- A
@ Adrinister Waorkforce (USF) [d e Emplovee Review
@ Manage Perfarmance (USF) |

| S

Under Manage Performance, Use, is where you enter Employee Review information.
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[¢-2 BN QEIEHIw-R EN

Horme = Administer Warkforce = Administer\Workforce (USF) = Inguire

& Home

[a AdministerWorkforce (JgF) @ Use dob Summary
@ Use2 Personal Data
@ Manage Performance (USF) |
[d Inguire
@ DOE Report

INQUIRE is where you can view Job Summary or Personal Data.
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&= D AREIBESGr -2 EEE

Horme = Administer Workforce = Administer Workforee (USF) = Use2

= Home

@ Use Emergency Contact

[0 Administer Workforce (LSF)

& Manage Performance (LUSF) |[° Usel
& Inguire
@ DOE Report

EMERGENCY CONTACT, Use 2 is where you can view or enter Emergency Contact
information.
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€2 QA OEI BTy -2 | = - 7 ]

S

Home = PeopleTools = Repart Manager = Inguire

s
© Maintain Security [Olnquire Report List
& Cluery Manager |

[O Report Manager

& Mavigator

@& Home

Report Manager is where you view print jobs.
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3 General Procedures

Contents
= Position Information
How To Inactivate A Position
How To Reactivate A Position
How To Reuse A Position
Potential Problems With Assigning Multiple Employees to the Same Position
Creating A Position
Modifying A Position
Job Code Request Form
Request For New Organization Position Title
Competitive Area* Request Form
Job Code Information
Abbreviations

® 1344830330330 383138

4

asic Operations/Functions

How To Log On

How To Log Off

How To Change Your Password

How To Save

How To Print A SF-52

How To Print A SF-50

How to Print the Reverse Side of the SF-50 Without Using Duplex Printing
How To Delete A REQ Action

How To Change PAR Status

How To Print An OF-8

Using the SCD Calculator

How To Make Inquiries

How To Find A Job Code on a Position Data Record

How To Enter Names And Dates Correctly

How to Verify an Address

How To Enter Emergency Contact Information

Correcting Personal Phone Numbers

How To Enter Remarks

Employees Subject To A Salary Cap

Processing Multiple Actions With Same Effective Date For An Employee
Entering An Action That Follows A Cancellation

How to Process Intervening Actions

Understanding The Reviewed Flag

How to Access the CHRIS Users’ Manual and OPM Guide to Processing
Personnel Actions Within an Employee Record

How to Enter/Update Education Information

How to Enter/Update Employee Review (Performance Rating) Information
How to Manually Correct/Update “Reports to Position” and “Supervisor ID”
Benefits Inquiry Options
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3.1 Position Information

One fundamental aspect of CHRIS is that personnel data is managed by position rather than by employee. In
driving the system by position, we attach data to the positions and move employees in and out of those positions.
We can use the data specific to each position as the basis for organizational planning, recruitment, and career
planning. This is appropriate for Federal positions as the duties, responsibilities, pay and other factors are
determined by the position, not the incumbent.

CHRIS positions are not abolished; they can be inactivated when vacated and re-activated if needed at a later date.

In CHRIS:
= Position is system assigned. The user will never create this number.

= Job Code is a number the user selects from a library of Job Codes that are assigned by the
CHRIS Functional staff. The user will never create this number.

The 15 variables used to identify the Job Code in CHRIS are listed below:

Select only the job codes within your sub-agency.

Personnel Office Identifier
Sub-Agency

Pay plan

Series

Grade

Title

FLSA

Manager Level

Functional Class

Pay Table

Financial Interest
Executive Disclosure (SES, Schedule C, EX, SL, ST, EJ Lvl 5, EK Lvl 5, CA, AL)
Position Sensitivity

Pay Basis

PATCOB

While working in CHRIS, if you discover that the database does not contain a match for the 15 variables you have
identified for a position, you must complete the required request form to obtain a new Job Code. This form can be
found in this chapter and on the CHRIS Homepage at chris@inel.gov. Once the form is completed and faxed to the
CHRIS Functional Hotline, the Job Code will be created in the database and your fax will be returned with the
newly assigned Job Code number.
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How to Inactivate a Position

After processing an action that moves an employee out of a Position, the Position should be inactivated. Follow the
steps below to inactivate the Position.

Develop Workforce > Manage Positions (USF) > Use > Position Data

Enter the Position.

Insert a row (+).

Change the Effective Date to reflect one day after or later than the date the position is vacated.
Change Status to “Inactive.”

Save.

IS

How to Reactivate a Position

If you are processing an action that moves an employee into an inactive position, you will need to reactivate the
position as follows:

Develop Workforce > Manage Positions (USF) > Use > Position Data

Enter the Position.

Insert a row (+).

Change the effective date to reflect the same day that the new action is effected.
Change Status to “Active.”

Change any other data in the position as necessary.

Save.

IR S e

How to Reuse a Position

An example of this would be when you are re-using a Position for a career ladder promotion:
Develop Workforce > Manage Positions (USF) > Use > Position Data

Enter the Position.

Insert a row (+).

Change the Effective Date to reflect the same day that the new action is effected.
Change the position as necessary.

Save.

MRS
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Potential Problems with Assigning Multiple Employees to
Same Position

Currently, there is no edit that prevents a CHRIS user from assigning more than one person to the same ‘position’.
This practice will negatively impact certain information in CHRIS as well as other related systems. Below are some

of the known issues.

° “Reports to Position” Not Updating Correctly on Personnel Transactions

The CHRIS system has been modified to update/refresh the “Reports to Position” number and the
Supervisor’s Emplid on the Employment 1 page from the Position Data record as personnel transactions
that involve new or refreshed positions are processed. When more than one supervisor is assigned to a
Position, there is insufficient information for the system to determine the proper supervisor. These fields

are grayed out on personnel transactions and the user cannot update the information manually.

° Mass Processing — Realignments & Change in Organization Name Actions

There is a risk of serious discrepancies in the CHRIS system between the Position Data record and
personnel transactions during mass processing of realignments and organization name changes when a
Position is shared by two or more employees. Since a position can reside in only one Department ID, some
employees may end up without a valid Position Data record following the mass processing. The programs
used for mass processing would have to be changed significantly to include extra checks and balances to

eliminate the possibility of the discrepancies discussed above.

] DOE Phone Book — Identification of Department Managers

The CHRIS system provides organization names, organization hierarchy and department managers for the
DOE Phone Book. When more than one employee is assigned to the manager’s position number for a
given Department ID, the system has no way of determining which employee is the current manager. As a

result, the DOE Phone Book will contain missing or invalid information.

J Impact Upon Implementing Future CHRIS Modules

Dual occupancy of positions in CHRIS may also create problems upon implementation of future CHRIS

modules such as Recruitment and Succession Planning. The full impact is not known at this time.

It is strongly recommended that a one-to-one relationship always exist between the position and the employee,
including an employee serving on a temporary promotion. If you have questions concerning this information,

please contact the CHRIS Functional Hotline at (304) 285-1310.
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Creating a Position

Develop Workforce > Manage Positions (USF) > Use > Position Data

Click on “Add a New Value.”

Click on Add and it will automatically assign a position number when the position is saved.

[C1Description

1.

The Effective Date and Status Date will automatically default to the current (system) date. The
effective date of the position must be on or before the effective date of the action for which the
position is being created.

2. The Reason defaults to NEW-New Position.

3. Select the Job Code (Click on the magnifying glass to search for variables - Pay Plan, Pay Table,
and Grade will default from the Job Code. When processing retained grade actions, the Job code
should reflect the position to which the employee is being assigned — not the position they came from
in the retained grade.

4. The Reports To field will autopopulate based on the selection of the Department once it is entered on
the Work Location page. If it does not autopopulate, click on the magnifying glass to search for the
appropriate Position of the head of the Department or Supervisor of the employee for which the
position is being created. If the supervisory position is not yet established, leave the Reports To
blank. Notify the CHRIS Functional Hotline when the Department head/supervisor position is
established. If the Department head/supervisor position is vacant, but has been established in CHRIS,
it must be entered in the Reports To field.

US Federal

1. Enter Occupational Series

2. Enter the Organization Posn Title Cd (Click on the magnifying glass to search)

3. Enter the Position Occupied

4. Click on the magnifying class to search for the Competitive Area (required field for pay plans GS,
GM, AD, EIL EJ, EK, EN, SL, ST, WB, WG, WL, WS). (If you need to have a new area added or an
existing area inactivated, contact the CHRIS Functional Hotline.)

5. Enter the Competitive Level (required field for pay plans GS, GM, AD, EI, EJ, EK, EN, SL, ST, WB,
WG, WL, WS).

6. Date Position Established will default to system date. Change to the date the position was classified.

7. If the position is temporary, enter Not to Exceed Date

[IWork Location

1. Enter the Department.

2. Enter the Location Code (Click on the magnifying glass to search).

US Federal

1. Enter Position Location — (default is Headquarters) ---if the position is located in the field, select
(Field).

2. Personnel Office ID and Sub-Agency will default based on the selection of the Job Code.
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(C1Job Information

1. Enter Reg/Temp. (This field indicates the status of the position, not the incumbent of the position.)

2. Enter Standard Hours/Weekly. The Standard Work Days will default based on the Standard
Hours, do not change.

US Federal

1. Enter the Bargaining Unit (default 8888).

2. Enter the Work Schedule. Once entered the appropriate schedule will default the Full/Part-Time field
on the Job Information page.

3. Enter the Fund Source.

4. FLSA Status will default from the Job Code.

5. Enter Target Grade.

[(ISpecific Information

US Federal

1.
2.

3.

4,

Enter Security Clearance.

Enter LEO/Fire Position if applicable, otherwise the SCD for LEO will not ungray on the employee’s
record.

Click on the checkbox next to: Seasonal, Drug Test (Applicable), Intelligence Position, Mobility
Position, Procurement Integ Posn, Presidential Appt Posn if any of these are applicable to the
position.

If applicable, click on link Training Programs to assign a training program to the position.

[(JReturn to Description
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1.

Review the Reports To Posn field. The Reports To Posn field will autopopulate based on selection
of Department. If it is not populated, click on the magnifying glass to search for the appropriate
Position of the head of the department or supervisor of the employee for which this position is being
created. If the supervisory position is not yet established, leave the Reports To Posn blank. Notify
the CHRIS hotline when the department head/supervisor position is established. If the department
head/supervisor position is vacant, but has been established, it must be entered in the Reports To
Posn field.

Save.

If the Reports To position entered is inactive or unoccupied, you will receive the following warning
message: “The “Reports To” position identified is not an active and/or occupied position.” If you
receive this warning, it is recommended that you re-enter a new Position that is active and occupied.
Be sure to make a note of the Position assigned as you will need it to finalize your action.
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Modifying A Position

Develop Workforce > Manage Positions (USF) > Use > Position Data

[C1Description

1.

SRR e

8.

Select the Position.

Insert a Row (+).

Enter Reason.

Verify Status — it may have been inactivated previously and will need to be changed to Active.
Effective Date and Status Date should be on or before the effective date of the action.
Review/Change the Job Code (Click on the magnifying glass to search for variables - Pay Plan, Pay
Table, and Grade will default from the Job Code.) When processing retained grade actions, the Job
Code should reflect the position to which the employee is being assigned — not the position they came
from in the retained grade.

The Reports To field will autopopulate based on the selection of the Department once it is entered on
the Work Location page. If it does not autopopulate, click on the magnifying glass to search for the
appropriate Position of the head of the Department or Supervisor of the employee for which the
position is being created. If the supervisory position is not yet established, leave the Reports To
blank. Notify the CHRIS Functional Hotline when the Department head/supervisor position is
established. If the Department head/supervisor position is vacant, but has been established in CHRIS,
it must be entered in the Reports To field.

Select Reason.

US Federal

NNk LD -

Occupational Series will default from the Job Code.

Review/Change the Organization Posn Title Cd (click on the magnifying glass to search).
Review/Change the Position Occupied.

Review/Change the Competitive Area (click on the magnifying glass to search).
Review/Change the Competitive Level.

Review/Change Date Position Established. Enter date the position was classified.

If the position is temporary, enter Not to Exceed Date.

CIWork Location

1.
2.

Review/Change the Department.
Review/Change the Location (click on the magnifying glass to search).

US Federal

1.

2.

09/05/03

Review/Change the Position Location — (default is Headquarters) - if position is located in the field,
select (Field).
Personnel Office ID and Sub-Agency will default based on the selection of the Job code.
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(C1Job Information

1. Enter Reg/Temp. (This field indicates the status of the position, not the incumbent of the position.)

2. Review/Change Standard Hours/Weekly. The Standard Work Days will default based on the
Standard Hours, do not change.

US Federal

1. Review/Change the Bargaining Unit (default 8888).

2. Review/Change the Work Schedule. Once entered the appropriate schedule will default the
Full/Part-Time field on the Job Information page.

3. Review/Change the Fund Source.

4. FLSA Status will default from the Job Code.

5. Review/Change Target Grade.

[(ISpecific Information

US Federal

1. Review/Change Security Clearance.

2. Review/Change LEO/Fire Position if applicable, otherwise the SCD for LEO will not ungray on the
employee’s record.

3. Click on the checkbox next to: Seasonal, Drug Test (Applicable), Intelligence Position, Mobility
Position, Procurement Integ Posn, Presidential Appt Posn if any of these are applicable to the
position.

4. Ifapplicable, click on link Training Programs to assign a training program to the position or

remove/change Training Program if previously assigned to position.

[CIReturn to Description

09/05/03

1.

Review the Reports To field. The Reports To field will autopopulate based on selection of
Department. If it is not populated, click on the magnifying glass to search for the appropriate
Position of the head of the department or supervisor of the employee for which this position is being
created. If the supervisory position is not yet established, leave the Reports To blank. Notify the
CHRIS hotline when the department head/supervisor position is established. If the department
head/supervisor position is vacant, but has been established, it must be entered in the Reports To
field.

Save.

If the Reports To position entered is inactive or unoccupied, you will receive the following warning
message: “The “Reports To” position identified is not an active and/or occupied position.” If you
receive this warning, it is recommended that you re-enter a new Position that is active and occupied.
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Job Code Request Form

Complete form (except for last two grayed columns) and fax to the CHRIS Functional Hotline at (304) 285-0902.

4 CHRIS

g e o = 9 Functional Staff
= e *

52| 2 |, szl 25| o |—Cnly
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& 9 0 (7] 3] = ) = = S — 5| © ) =] o |aB5 2] ol xS =|EQ=
m<Z Z. o = ~ A~ Ol 2| 2]l & &]lx] @ o] ||l
Today’s Date: Requestor Name:

Sub-Agency Name: E-Mail Address:

Requestor Phone Number: Requestor Fax Number:

* Special Government Employees (Experts, Consultants, Advisory Committee Members in Pay Plans ED, EE, EF, EG, EH, and EI) are subject to
Executive Disclosure if their salary is equal to or greater than 120% of GS-15, Step 1. Otherwise, they are subject to Employee Financial Interests.
The on-line job code form is available on the CHRIS website at http://chris.inel.gov/HR Admin/job_code.cfm and should be used to ensure accuracy
and completeness of the information provided.

6/2004 3.1-8
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Request For New Organization Position Title

Complete form and fax to the CHRIS Functional Hotline at (304) 285-0902.

Effective Date New Occup | POI | Sub-
of Action Organization Series Agency
Needing New Position Title

Organization Code

Position Title

Today’s Date:

Sub-Agency Name:

Requestor Phone Number:

1/2004

Requestor Name:

E-Mail Address:

Requestor Fax Number:
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Competitive Area* Request Form

Review Section 14.31, Competitive Area Code Listing to ensure that your request is not a duplicate of a current Competitive Area Code. Then,
complete the form and fax to the CHRIS Functional Hotline at (304) 285-0902.

. Effective Date
Competitive Area (based on the order creating Competitive Area* Description
Symbol the new area or the effective (limited to 60 characters)
Sub-Agency (limited to 2 characters) date of the Sub-Agency) This should reflect the geographic location where covered employees are assigned.

* Competitive Area. For reduction-in-force, that part of an agency within which employees are in competition for retention. Generally, it is restricted by what is
considered a “local commuting area.”

NOTE: Before faxing to the CHRIS Functional Team, the form must be signed by the HR POC.

Today’s Date: Requestor Name:

Sub-Agency Name: E-Mail Address:

Requestor Phone Number: Requestor Fax Number:
HR POC Signature:

The on-line competitive area request form is available on the CHRIS website at http://chris.inel.gov/HR Admin/competitive _area.cfm and should be
used to ensure accuracy and completeness of the information provided.

1/2004 3.1-10



CHRIS HR Users' Manual

Job Code Information

Job code: A number selected by the user to identify the position based on the position description.

When requesting a job code, please fax (do not e-mail) the following information to the CHRIS Functional Hotline.
All the fields must be completed before submitting a job code request. Before submitting a request for a new Job
Code, check the job code table for your Sub-Agency to be sure one does not already exist.

Information required with definitions:
Occ Series Occupational Series

Title* Official classification title of the position. Standard abbreviation table can be found at the
end of this chapter. The “&” sign is used for “and” on all classification titles. A maxi-
mum of 70 characters. *If organizational title is different from the official title, please
submit “Request for New Organizational Position Title” with this request.

Pay Plan Pay plan for the employee that will be assigned to the position (e.g., GS, GM, EX, ES).
Pay Table Pay table from which employee will be paid (e.g., 0000 for regular GS employees, 0414

for Engineers on the special salary chart): See section of this manual entitled “CHRIS
Terms/Codes” for a complete list of Salary Plans.

Grade Grade of the position
Manager Labor Management Relations (LMR) code
Level 2= Supervisor or Manager (PAY/PERS code M & S)

4 = Supervisor (PAY/PERS code L)

5 = Management Official (PAY/PERS code P)
6 = Leader (PAY/PERS code W)

7 = Team Leader (PAY/PERS code T)

8 = All others (PAY/PERS codes C, N, R, X)

FLSA Exempt or Non-Exempt
Exempt:
Professional positions, GS-9 & above
Administrative 2-grade interval positions, GS-9 & above
Wage Supervisor (WS), General Foreman & higher
Supervisors, GS-10 & above

Non-Exempt:
Clerical/secretarial positions, GS-8 & below

Professional positions, GS-7 & below

Administrative 2-grade interval positions, GS-7 & below

Administrative 1-grade interval positions, GS-8 & below

Technical positions, GS-8 & below

Wage Grade (WG), Wage Leader (WL) & other Wage Board equivalent
positions

Wage Supervisor (WS) and other wage system equivalent positions below the
General Foreman level

09/05/03 3.1-11
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There are some positions for which there will be no clear rule to determine
FLSA based on pay plan, grade or supervisory status. This must be determined
at each individual site.

Sub-Agency Two character code for your specific site

POI Personnel Office Identifier (4 - 6 digits)

Pay Basis e.g., Per Annum (PA), Per Hour (PH), Per Day (PD)
Func Class Functional Classification code

00 = Not applicable
Use the following codes for scientific and engineering positions only:
11 =Research
12 = Research contract and grant administration
13 = Development
14 = Test and evaluation
21 =Design
22 = Construction
23 = Production
24 = Install/Operations/Maint
31 = Data collection, processing & analysis
32 = Scientific and technical information
41 = Standards and specifications
42 = Regulatory enforcement and licensing
51 = Natural resource operations
81 = Clinical practice, counseling, and ancillary medical services
91 = Planning
92 = Management
93 = Teaching and training
94 = Technical assistance and consulting
99 = Other - Not elsewhere classified

Senitivity Position Sensitivity
1- Non Sensitive
2- Non-critical, Sensitive
3 - Critical Sensitive
4 - Special Sensitive
5 - Moderate Risk
6 - High Risk

Fin Interest* Financial Interest (system-generated): Determine if the employee should

complete the Annual Confidential Financial Disclosure Report. * Refer to DOE
Order N326.xx issued in September each year.

6/2004 3.1-12
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Exec Disc Executive Disclosure (system-generated):

All employees in Pay Plans EX, ES, SL, ST, CA, AL are subject to
Executive Disclosure.

All employees in Pay Plans EJ, EK, and EN in grade level 05 (Pay
Band V) are subject to Executive Disclosure.

All Schedule C employees are subject to Executive Disclosure.

Special Government Employees (Experts, Consultants, Advisory Com-
mittee Members in Pay Plans ED, EE, EF, EG, EH, and EI) are subject to
Executive Disclosure if their salary is equal to or greater than 120% of
GS-15, Step 1.  Otherwise, they are subject to Employee Financial
Interests.

-OR-
Sch C Schedule C Appointments -- CHECK ONLY IF EMPLOYEE IS ON A
SCHEULE C APPOINTMENT

When the CHRIS Functional Hotline receives the request, the new job code will be assigned and the form will be
returned with the newly assigned job code.

6/2004

3.1-13



CHRIS HR Users' Manual

Abbreviations

Abbreviations in CHRIS are to be used in cases where the title exceeds the total field length of 70 characters.

(0A) (Office Automation)
(Steno) (Stenography)

(Typing)  (Typing)

Acctg Accounting
Admin Administration
ADP Automated Data Processing
Adv Advisor

Assoc Associate

Asst Assistant

Auto Automated

Ben Benefits

Bio Biological

Bldg Building

Chem Chemical

Class Classification
Comm Communications
Comp Computer
Compl Compliance
Consv Conservation
Contr Contractor
Coord Coordinator

Corresp Correspondence
Crftsmn  Craftsman
DADS Deputy Associate Deputy Secretary

Dep Deputy

Dept Department

Deptl Departmental

Dir Director

Dist Distribution

Div Division

DNFSB Defense Nuclear Facilities Safety Board
ECC Emergency Communications Center
EEO Equal Employment Office

Elec Electric

Elecl Electrical

Empl Employee

Emplmt  Employment

Eng Engineer

Env Environment

Envl Environmental

Equip Equipment

ES&H Environmental Safety and Health
Exec Executive

Fac Facility

Faclts Facilities

Fin Finance

09/05/03 3.1-14
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Gen
Haz
Hith
Ind
Inds’l
Info
Inst
Instl
Intergov
Int’l
Jman
Lab
Labr
Main
Mats
Mech
Mechl
Mgmt
Mgr
Misc
Nat’l
NEPA
Nuc
Ofc
Ofcr
Opng
Ops
Pers
Phys
Pol
Prgm
Prgms
Prin
Proc
Proj
Prop
Prot
Pwr
R&D
Refrig
Reg
Rel
Rep
Repro
Res
Sci
Sec
Spec
Spect
Sr
Stabil

09/05/03

General
Hazardous

Health

Industry
Industrial
Information
Instrument/Instrumental
Instructional
Intergovernmental
International
Journeyman
Laboratory
Laborer
Maintenance
Materials
Mechanic
Mechanical
Management
Manager
Miscellaneous
National

National Environment Policy Act
Nuclear

Office

Officer

Operating
Operations
Personnel
Physical

Policy

Program
Programs
Principal
Process/Processing
Project

Property
Protection

Power

Research and Development
Refrigerator/Refrigeration
Regulatory
Relations
Representative
Reproduction
Resources

Science

Secretary

Special

Specialist

Senior
Stabilization

3.1-15
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Stafg
Supv
Sve
Sves
Sys
Tech
TQM
Train
Trng

09/05/03

Staffing

Supervisory

Service

Services

Systems

Technology

Total Quality Management
Trainee

Training

3.1-16
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3.2 Basic Operations/Functions

How to L.og On

1. Using your Internet browser enter the following URL to connect to CHRIS:
http://chrisweb.netl.doe.gov/servlets/iclientservlet/chris/signon.html.

2. It is recommended that you add this URL to your favorites so that you do not have to enter the URL
each time you log on to CHRIS.

3. You will be required to change your password the first time you log on, and every 180 days thereafter.
Before logging into CHRIS, please review the DOE-wide password protocol in the section of this
manual entitled “How to Change Your Password.”

4. Log on to CHRIS with the userid and password provided.

5. Ifyou have forgotten your password, click on “Forgot Password.” An e-mail is then sent to the
CHRIS Security Administrator who will respond via e-mail with a new password. User ID accounts
are locked out after five failed logon attempts, whether failed attempts occur the same morning or
spread out over several days. Once locked, it stays locked until the Security Administrator is notified,
usually via the Forgot Password button, to reset the password. When your account is locked you will
receive an e-mail notice that it’s been locked.

6. “CHRISNews,” located at the top of the logon screen, displays user community news and information.

/A PeopleSoft 8 Sign-in - Microsoft Internet Explorer =181 x]
File Edit Wiew Favorites Tools  Help ﬁ
wBack v = - (@[3 A | Dseach GFavorites Gliveda (F | By S W - =
Address |g‘| http: /chrisweb. netl.doe .gov/servietsficientserviet/chrisfsignon.html | | Links >

B

%

© 2000 PeopleSoft Incorporated. Al rights reserved.
v o N

ChrisNews

. CHEIS HE Bulletin #99, dated 04/08/03
. CHEIS Training Bulletin #20, dated 03/04/03

User ID: ||
Password: I

Forgot Password |

People power the internet’ W
&) o

|®j Dane

09/05/03
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Personalization Options

Several CHRIS window navigation options are now available for use by HR, Training, and Manage Competencies

users. In addition to the “Change Password” link, near the bottom of the “My Profile” page, is a link for “Set
Personalizations.”

To navigate to set your personalizations, follow this menu path: Home > PeopleTools > Maintain Security > Use >
My Profile. The “Set Personalizations” page consists of a list of options, their default values, and at the end of each
line, an “Explain” link that gives a very brief description of the option.

/3 self Service User Profile - Microsoft Internet Explorer 8] x|
File Edt Miew Favorites Tools  Help | A
GmBack + = - (2 7t | @ search  [Fovorites  EfMedia % ‘ S =
Address [{&] https:ichriswebssl.netl. doe. govfservistsjiclientservletichris{?emd=starti | | Links **

& Home & S Sign Out

Home = PeopleTools = Maintain Security = Use = My Profile Tl Wit i

General Profile Information

Change password Clickthe "Change Password" link to set a new passwaord,

Passwords are case-sensitive! -- Please check the status of your Caps Lock key hefore
proceeding.

- When you successfully change your password, you'll be returned to this page. You should
momentarily see the word "Saved" appear inthe upper, right corner of this window (ust below
the "Sign Qut" link), indicating your new password was accepted

- Also note the "Home" link to the left of the "Sign Out" link. Clicking this link will take you to the
main CHRIS menu. Clicking the browser's "Home" button will take you to your home web page.

Personalization

Set Personalizations Changes to Personalization settings reguire you to log off and log back on in order to take effect.

B save

&) ’_’_ré_ & Internst
iastart”J o & 5 |J Elcrrrs .| @novell rou.. | 5 32.doc .| Eyvaito: | pocumentz | @321 doc - |[Ejsel servic..  [S B NMD & 1os0am

There’s also an “Override Value” column. This column has a lookup button for options available for
personalization. There are several options available, but this page was made accessible primarily to take advantage
of the “Tab over...” options. Using the Tab key with the default values set, you’ll see that the tab stops on most
items, such as Lookup, Calendar, Add/Delete, and Save buttons. Overriding the default value of these options will

cause the tab to skip over the item specified in the option name, e.g., “Tab over Lookup Button.” The tabbed-over
item remains mouse-click available.

To override a default option, click on the Lookup button and select the “Override Value,” i.e., if the default value is
“No,” select “Yes” as the override option. Click the “OK” button at the bottom of the page to save your changes.
The changes will not take effect until you log out of and back into CHRIS.

09/05/03 3.2-2
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Microsoft Internet Explorer

Favorites  Tools  Help

GBack ~ = - D ot | Dhsearch  GilFavorites Media (4 | S R=E|

Address IE https:fichriswebssl, netl dos, govfservietsficientserviet chris/Fomd=starta,

=

Horme = PeopleTools = Maintain Secutity = Use = My Profile MEW VHInoo |
Persenalization
Opfion Default Yalue Cwerride Yalue
Accessibility Features Mo Euxplain
Tah over AddiDel Buttons (+-) Mo |V ﬂ Explain
Afternoon designatar (P, pm) P Explain
Tah over Calendar Button Mo |Y al Ewplain
Currency Symbal 5 Euplain
Currency Symbol Position Leading Explain
Decimal Separator Explain
Date Format MMIDDAT Explain b
Diate Separator ! Euxplain
Default Expert Entry On Mo Explain
Ilas rowes fOr Wiew Al 100 Euplain
Tah over Grid Tabhs No |Y Al Explain
Tah over Header lcons Mo |V ﬂ Explain
Tab over Lookup Button g Mo |Y ﬂ Euplain
Local Time Zone Eastemn Time Explain
Morning designator (AM, arm) AW Explain o
& ]S @mene
;astart”j & 4 T s
|J @Novell Groupkise - Mailbox | @DocumentS - Microsoft W, II@SE“ Service User Profil... ;H N ‘ﬁ'%ﬁ@ E]

09/05/03
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How to Log Off

Click on Sign Out in the upper right hand corner of the screen. It is IMPORTANT that you click on sign
out instead of closing all open windows.

How to Change Your Password

Logon to CHRIS using your existing password.

Follow the “breadcrumbs” or links to PeopleTools > Maintain Security > Use > My Profile.
Click on Change Password.

Enter your current password, then enter and confirm your new password.
Click OK.

Click Save.

/3 Self Service User Profile - Microsoft Internet E xplorer

J File Edit Wiew Go Favortes Help |

J¢=v#v@ﬁ@@®@@@

Eack Forand Stop Refresh Horme Search  Favortes  History  Channels | Fullzcreen P il Frint E dit

JAddress I@ http:/ 4 achilles/ servletssiclientsenlets hrs PRO1/ Foemd=stan, j |J Links
% |

Home = PeopleToals = Maintain Security = LIse = My Profile

& Home S Sign Cut

Py Wi Aoy

Change password

*Current Password: |

*Hew Password: |

*Confirm Password: |

l_ ’_ ’_ -E'E Local intranet zone i
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Password Construction

e Password contains a minimum of eight non-blank characters. CHRIS allows a maximum of
32 characters.

e Password contains a combination of letters (preferably a mixture of upper and lowercase), numbers,
and at least one special character. CHRIS allows use of upper- and lower-case letters, and these
special characters:

'@#$% " &*()-_=+\|[1{;:/2.><

e Password contains a nonnumeric in the first and last position.

e Password does not contain the user ID. Note: In CHRIS, the “Allow password to match User ID
control enables administrators to make sure users don’t use their own User ID as a password. This
helps to prevent hackers from ‘guessing’ passwords based on a list of employee names.”

e Password does not include the user’s own or, to the best of his/her knowledge, close friends or
relatives names, employee serial number, Social Security number, birth date, phone number, or any
information about him/her that the user believes could be readily learned or guessed.

e Password does not, to the best of the user’s knowledge, include common words, that would be in the
English dictionary, or from another language with which the user has familiarity.

e Password does not, to the best of the user’s knowledge, employ commonly used proper names,
including the name of any fictional character or place.

e Password does not contain any simple pattern of letters or numbers, such as “qwertyxx” or
“xyz123xx.”

e Password employed by the user on his/her unclassified systems is different than the passwords
employed on his/her classified systems.

Password Protection

e Do not share passwords.

e Do not leave passwords in a location accessible to others or secured in a location whose protection is
less than that required for protecting the information that can be accessed using the password.

e  Change your password immediately upon receipt from the CHRIS security administrator.

e  Change your password af least every 6 months.

e Do not share your password; but if circumstances otherwise dictate, change your password
immediately after sharing.

e Change your password as soon as possible, but within 1 business day after a password has been
compromised, or after one suspects that a password has been compromised.

e Change your password on direction from management.

Password Controls in CHRIS

e Passwords are set to expire every 180 days. Users who use CHRIS regularly may be warned about the
expiration for three days before their password expires.

e After five failed logon attempts, the user’s account will be automatically disabled. Contact the CHRIS
Security Administrator via e-mail to chrissecurity@netl.doe.gov to get the account enabled.

e Passwords are not permitted to match User IDs.

e Passwords require at least one special character and one digit (0 —9).

Password Examples

e A#UI14GJO

o JSIKSLOO

How to Save

1. Enter all required data to process an action.
2.  Carefully review each page and subpage. Check default values and make sure changes were made as
appropriate.

09/05/03 3.2-5
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3. Click on the Save. You will receive confirmation with the word “Saved” at the top right hand side of
the page.

How to Print an SF-52

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. With the desired record open, click on the button titled “Print SF-52” on the Data Control page.

2.  Go to Home > PeopleTools > Report Manager > Inquire > Report List and scroll to the right side of
the page and click on Refresh until you see View appear next to your report.

3. Click on View. A report log will open displaying the PDF file for your form.

4. Record the Process Instance number.

5. Maximize the Report/Log Viewer page.

6. Click on the report with the PDF file extension and this will open Adobe Acrobat and display your
output.

7. Click on the printer icon on the Adobe Acrobat tool bar and a Print display will appear.

8. Uncheck all boxes under the Copies and Adjustments area so that the forms print properly.

9. Click OK and the form will be sent to the printer.

How to Print an SF-50

SF-50s can only be printed on actions with a PAR status of PRO.

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. With the desired record open click on the button titled “Print SF-50 on the Data Control page.
You have the option of printing all four copies or a combination of copies. Select or deselect by clicking
on the radio buttons and click OK to exit the page.

3. Goto Home > PeopleTools > Report Manager > Inquire > Report List and scroll to the right side of the

page and click on Refresh until you see View appear next to your report.

Click on View. A report log will open displaying the PDF file for your form.

Record the Process Instance number.

Maximize the Report/Log Viewer page.

Click on the report with the PDF file extension and this will open Adobe Acrobat and display your output.

R

Single-Side Printing (Use to print any copies of the SF-50 if printer does not perform duplex printing.)

1. Click on the printer icon on the Adobe Acrobat tool bar and a Print display will appear.
2. Uncheck all boxes under the Copies and Adjustments area so that the forms print properly.
3. Click OK and the form will be sent to the printer.

Reminder: 1f you are printing/distributing the Employee Copy of the SF-50, the employee must be provided
the Notice to Employee information that customarily prints on the reverse side of the SF-50.

Duplex Printing (To print the Notice to Employee on the reverse side of Employee copy of the SF-50.)

1. Click on the printer icon on the Adobe Acrobat tool bar and a Print display will appear.
. Select Properties from the Adobe Acrobat print page.
3. Click on More Options in the lower left corner of the Paper tab. Clicking on Properties may display a
Page Setup tab on some machines.

09/05/03 3.2-6
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A e A I

10.
11.
12.

13.
14.
15.
16.
17.
18.

The

Click on Flip on Long Edge or Long Side.

Click OK to exit More Options page or Page Setup tab.

Click Apply to save change (this step is not required if exiting Page Setup).

Click OK to exit Properties page (this step is not required if exiting Page Setup).

In the Print Range section, click on Pages from: and enter 1 to: 2.

Click OK and the form will be sent to the printer. The Employee copy of the SF-50 should print on the
front side of the page and the Notice to Employee should print on the back side of the page.

Click on the printer icon.

Select Properties from the Adobe Acrobat print page.

Click on More Options in the lower left corner on the Paper tab. Clicking on Properties may display a
Page Setup tab on some machines.

Click on None.

Click OK to exit More Options page or Page Setup tab.

Click Apply to save change (this step is not required if exiting Page Setup).

Click OK to exit Properties page (this step is not required if exiting Page Setup).

In the Print Range section, click on Pages from: and enter 3 to: 5.

Click OK.

OPF, Payroll, and Utility copies of the SF-50 should each print on a separate page.

How to Print the Reverse Side of the SF-S0 Without Using

Duplex Printing

Select Properties from the Adobe Acrobat print page.

Select More Options on the Paper tab.

Click on “Flip on Long Edge.”

Click OK to exit More Options page.

Click OK to exit Properties page. (Remember to turn off “Flip on Long Edge” option before printing
other copies of the SF-50 or reports.)

Click OK and the form will be sent to the printer.

How to Delete an REQ Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

09/05/03

1. At “Find an Existing Value” page, enter EMPLID and click correct history box.
2. Open desired record.
3. With the REQ Action on your screen, Press (-) to delete the row.
4. Save.
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How to Change PAR Status

Administer Workforce > Administer Workforce (USF) > Use > Request Action
1. Click on Correct History.

2. On the Data Control page, change PAR Status to PRO.
3. Save.

How to Print an OF-8

The OF-8 (Position Description Cover Sheet) is a report based on the position information that was built for the
position under “Manage Positions” in CHRIS.

Develop Workforce > Manage Positions (USF) > Report > OF-8

Select Add a New Value the first time only; thereafter, use Update/Display.

Enter “OF-8” in Run Control ID the first time only, thereafter, select “OF-8.”

Click Add.

Enter the Position Number for which you would like a printed OF-8.

Enter the As of Date. Date must be on or after effective date of position that was created.

Save.

Click on Run. When the Process Scheduler Request screen appears, select Server Name: PSNT.

Verify under Process List that the Type: Web and Format: PDF.

Click OK.

0. Record the process instance number.

1. Click on Report Manager and scroll to the right side of the page and click on Refresh until you see

View appear next to your report.

12.  Click on View.

13. Maximize the Report/Log Viewer page.

14.  On the Report/Log Viewer page click on the report with the .PDF extension.

15. Adobe Acrobat will open and display your output.

16. Click on the printer icon on the Adobe Acrobat tool bar and a Print dialog box will appear.

17. Check to make sure that all boxes under “Copies and Adjustments” area are unchecked so the form
prints properly.

18. Check OK and the form will be sent to the printer.

I I e

REMEMBER: This is only a report -- there is no way to add or modify the data on the OF-8.
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Using the SCD Calculator

NOTE: This process should only be used on a Hire action, NOA Code 966, NOA Code 002
or NOA Code 882 Change in SCD. This calculator can only be used while the action is in a
PAR status of REQ. At no other time should the SCD dates be changed.

Administer Workforce > Administer Workforce (USF) > Use Request Action > Employment 1

Esia=a < Jalall=lalx JER=RA8

& Home “ Sign Out

Home = Administer YWorkforce = Administer Workforce (USF) = Use = Request Action Blenw WWindow -

EmpliD:

Employment Data 1 Wiew All |= [{] 104 [¥] =
Effective Date: 08/26:2001  Transaction # [ Seq 1! 1 PA&R Status: Processed by HR +1=1

Act Type: #wiard - Monetary NOA Code: 841 Empl Status: Active

EODDt:  [091BM1973]  pire NTE Dt:| Mand Retire: Exp Dates
Rehire Dt: | Separation | Mext Review: | Appt Infio

D:

Senice Comversion Dates
*LEWE:IW Cale Retire:lm Cale |
pr:  [01061972] | Calc] ygp. [o4m1iass]

Pay:

ithin-Grade Increase Data
& Wl Status: [1VA 7 paychgpt: [017142001
L \WGI Due Dt: | LEI Date: |09125r1999

B Save) L Return to Search) (2 Previous tab) =B Next tab] £ 0 Include History) [ Correct History)
Data Control | Personal Data | Job | Position | Compensgation | Employment 1 | Employment 2

Depending upon which SCD date you wish to calculate, press the “Calc” button next to the desired SCD date to
calculate a new SCD.
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e olpesd 8w -8 [ - = x|

& Home S Sign Out

Home = Administer Workforce = Administer Warkforce (USF) = Use » Request Action Flen Wind o

Calculate Leave Service Computation Date {(SCD)

Creditable Service  Appointment Date  Separation Date

Name of Agency: Year: Mon: Day: Year: Mon: Day:

GE [tesa] [s 1[5 | [1mes [5

[ ]
[poD [teea] [s | [3 ] [rese [11 6 ||

Hon-Creditahle Service vie Al P
_Mon Creditahle Service EI
Name of Agency: Year: Mon: Day: Remark: [+][=]

frs R
Jpop R

Entrance on Duty Date: 1976 B ]
Total Appointment Dates:
Total Separation Dates:

SCD - Leave: Calculate SCDl

| Ok || Cancel |

Note: In order to change, delete or insert additional creditable or non creditable service, the record CANNOT have
a PAR status of PRO. The PAR status can only be REQ or COR (NOA Code 002).

To add more than one period of service for Creditable and Non Creditable Service, press (+) to insert a new row for

each of those periods. Once all the service history has been entered, press the “Calculate SCD” button to calculate
the new SCD date. Make a note of the newly calculated SCD from this page.
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G2 ONMABESHSw -8

-

Home = Administer Waorkforce = Administer Workforce (LJSF) = Lse = Request Action ey Window

& Home

Calculate Leave Service Computation Date {(SCD)

Creditable Service

_Creditable Service  Appointment Date  Separation Date Remark: E|
Hame of Agency: Year: Mon: Day:  Year: Mon: Day: |T|E|

6B [roes 3 [teas 3 (5 |
[ooo [ross [6 [z [iess [11 [5 |

Hon-Creditahle Service

_Man Creditahle Service El
Mame of Agency: Year:  Mon: Dawv: Remark: +1=]

E FIEC |
R E1EI] |

Entrance on Duty Date: 1976 B [
Total Appointment Dates: 5944 14 12
Total Separation Dates: 3971 14 10
SCD - Leave: 1973 4 2

| oKk || cCancel |

Then press the “OK” button to return to the Employment 1 page.
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Note: Any time a change is made to an effective date of a hire action or creditable and non creditable service
periods, you will have to again press the calculate SCD button for correct SCD date(s).

Now, you can enter the new calculated SCD date in the appropriate SCD field and save the record.

|- ORAQm3 B Sw -8

& Home

S Sign Out

Home = Administer Workforce = Administer Workforce (LUSF) = Lse = Request Action

e Wind oy

Employment 1

EmpliD:

Employment Data 1

Effective Date:  12/31/2000  Transaction # [ Seq 2 1 PAR Status: Processed by HR -EI
Act Type: Retirement NOA Code: 302  EmplStatus; Retired

EODD:  [UBIOBM976| e NTE Dt Mand Retire: | Exp Dates

Rehire Dt: I Separaﬁunlﬁﬂ']ﬂﬂﬂﬂ Next Reuiew:l Anpt Info
Dit:

Service Computation Dates
*Leave:]! 1/27/1963

Service Conversion Dates

] Retires] 111271988 | Cale

RE: [11z7ees] [Cale| qgp. [4mis1984
Leo: | Calc | Sev  [17:27/1a59
Pay:

Within-Grade Increase Data
& WGl Status: |1V 2 paychgpt: [0170z2000
L WGl Due Dt: | LEI Date: |09129r1995

& save O Return to Sealch:l Frewious tab) 5B Next tab)

[@ @ Include Histor\,r) @Correct Histor\,r)

Data Contral | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2
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After saving a record in a PAR Status of PRO, you can print out the Service Computation Date report from the DOE
Reports menu option for whichever SCD date you re-calculated.

-2 0NMNAGSFHSw -8

Home = Administer Workforce = Administer Waorkforce (LUSF) = DOE Report

Home

5 -
[aAdministeermrce uspy OUse
W lse? Feguest for Personnel Actior
<2 Manage Performance (LUSF) ) ;
L & Setup Motice of Personnel Action
& Mass Organization Changes
USF & FProcess Senice Computation Date

& Track Glohal Assignments &3 Inguire
(LSF) @ Report

[0 DOE Report
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Administer Workforce > Administer Workforce (USF) > DOE Report > Service Computation Date

[ErEronnaEd g R [ - = x|

& Home

Home = Administer Workforce = Administer Workforce (USF) » DOE Report = Service Computation Date  Blew Window

Service Computation Date

Add a New Value

Run Contral ID:||
Add

Find an Existing Walue

Enter a Run Control ID: “SCDRpt,” Click Add.

(You will only have to add a Run Control the first time you generate an SCD report. Every time after you can use
the run control you initially created “SCDRpt”.)
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[ e-0 0 and 8w -8 | 5 -

= Home oS Sign Cut

Home = Administer\Workforce = Administer Workdforce (USF) = DOE Report = Service Computation Date ey Wind o

{ S5CD Report b

Run Control ID: SCODRPT Eeport Manadger Process Monitor Run
Language: I English :I"

Run Control Parameters 4| First (0 101 [ Last
EmpliD:
10358 al | | [+1=]
'EQ 5CD
Leawe SCD
RIF SCD
Retire SCD
Bl save [Ek4dd) | Update/Display )

Enter the Emplid of the employee for whom you just calculated a new SCD.
Select the SCD Type by using the down arrow to select the report you wish to generate.
Press (+) to insert a new row for each report you wish to generate.

You will receive a one page report for each SCD Type you select. You cannot generate an SCD report for a
future dated action.
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-~ - ORAANdBSw-R [ -2 <|
Horme = Administer Workforce » Administer Workforee (USF) » DOE Report » Service Computation Date  Meve Windovy

{ SCD Report b

& Home S Sign Out

Run Control ID: SCORPT Eeport Manager Process Monitor Run
Language: I Enalish :I'
Fun Control Parameters Wie All First (4] 4.
EmpliD: SCD Type:
ILea\re sch 'I EI
[Retire 5CD =] +[=]
BIE 500 +[=]
ﬁ Sawve E+ﬁdd:] Z Update.l’DispIa;r)

SAVE. Click on RUN to execute the report. Note: Remember that if you did not do a calculation for each of the
selected SCD Types there will be no pertinent information on the report. You should only print reports for the
SCD’s you calculated on the Employment 1 page with a new SCD date.
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[GrrronnaEdln gy R [ - 7 %

Horme = AdrministerWorkforce = Administer Workforee (USF) » DOE Report = Serdce Computation Date Elena VTR O

& Home S Sign Out

Process Scheduler Request

User ID: SITMATETIC Run Control ID: SCDRFT

Server Name: Run Date: |u1 M7i2002
Recurrence: I 'I Run Time: |1 1:268:008M
Time Zone: I vl Reset to Current DaterTime |

Process List

Select Description Process Mame Process Type *Type *Format
¥ 5CDReport NRHRSCD SQR Report [wep =] [poF =] Ed
| ok || Cancel |

Server Name: PSNT
Type: Web
Format: PDF

Follow the printing procedures in Section 10 of this manual entitled “Printing from Adobe Acrobat 5.0.”
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How to Make Inquiries

1.

2.
3.

Choose Inquire from the menu and select either Job Summary or Personal Data. A lookup dialogue
box will appear.

Select employee and click OK. The information you requested will appear.

When you are finished viewing the information, click the Cancel button on the toolbar.

How to Find a Job Code on a Position Data Record

Place the cursor on the Job Code field.

Click on the magnifying glass.

Type the Salary Grade, Pay Plan, Occupational Series, and Official Position Title.

It is not necessary to type all of these variables. This process will narrow the search to find the correct
Job Code.

Select the Job Code from the valid values list that corresponds to the variables of the position you are
creating/modifying. Double click on the correct job code, and it will appear in the Job Code field.

If there is no Job Code where all 15 variables match, use the request form so that it can be added to
the database and you can continue with the action. The request form can be found in the “Position
Information” section.

How to Enter Names And Dates Correctly

Names: Enter all names in upper and lower case format.

NOTE: The Name consists of 4 separate fields: First Name; Middle; Last Name; Suffix. If the employee
has a middle name, enter the middle name or middle initial in the Middle field. If the employee has no
middle name, enter NMN, as required by OPM’s Guide to Processing Personnel Actions, Chapter 3,
Subchapter 1-2.

Dates: CHRIS uses the following format for dates:

MM/DD/YYYY:

The program automatically inserts slashes.

09/05/03
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How to Verify an Address

Administer Workforce > Administer Workforce (USF) > Inquire > Personal Data

1.
2.

Enter Emplid of employee whose address you are verifying.
View address. No changes can be made because CHRIS is no longer the system of record for
addresses.

Note: CHRIS is not the official system of record for address information. Contact your payroll
representative for information on address changes.

How to Enter Emergency Contact Information

Administer Workforce > Administer Workforce (USF) > Use2 > Emergency Contact

C1Contact Address/Phone

1.

nhkwN

Select employee.

Enter Contact Name.

Enter Relationship to Employee.

Check Primary Contact box if applicable.

Check Same Addr/Home Phone as EE box, if applicable. Once box is checked address information
will autopopulate for the employee’s record.

C10ther Phone Numbers

1.
2.
3.

6/2004

Enter Phone Type. If more than one Phone Type, insert row (+).
Enter Phone.
Save.
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How to Enter Remarks

Be sure to enter all necessary remarks. It is IMPORTANT that remarks appear on all NOA Code “002” and “966”
actions.

On this page, you will enter the required remarks by typing the pertinent remark code in the field Remark CD.
Press tab and the remark text will appear in the lines below.

= If the remark appears with “**#*#*¥% > vou must fill in the relevant information. Highlight the
coRkEFEEREE > press delete and type in the appropriate information.

= To find a specific Remark CD, click on the magnifying glass to narrow your search by typing the
first three characters of the Remark CD or by typing the first word or a few words of the remark.

A valid value list will appear from which you can select the remark.

= If the action requires more than one remark click on (+) to add the next remark. Use the left < and
right > arrows at the top right hand corner of the remark page to view the remarks.

= There is no limit to the number of remarks you can enter.

Emplovees Subject to a Salary Cap

Adjusted Basis Pay has been redefined as the maximum adjusted rate of basic pay after taking into account all pay
caps that may be applicable. This means that Adjusted Basic Pay (Blocks 12C and 20C) will reflect the capped
salary if the employee’s basic pay plus locality adjustment would exceed the cap.

Locality Adjustment (Blocks 12B and 20B) will be derived by subtracting basic pay from the capped adjusted basic
pay (Blocks 12C and 20C).

Total Salary (Blocks 12 and 20) will include the amount of adjusted basic pay plus any AUO, availability pay,
retention allowance or supervisory differential after taking into account all pay caps that may be applicable.

For employees on Grade Retention, Total Salary (Blocks 12 and 20) will be shown in relation to the pay basis for
the pay plan under which the employee is paid. Currently, SF-50 and CPDF instructions require that pay be shown
in relation to the pay basis for the position the employee is occupying. For example, this change would impact
employees with retained grade who are either occupying a GS position (pay basis: per annum) while being paid
under a wage system (pay basis: per hour) or who are occupying a wage system position while being paid as a GS.
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Processing Multiple Actions with Same Effective Date for an
Employee

Administer Workforce > Administer Workforce (USF) > Use > Request Action

The system will automatically assign a Sequence Number if more than one action is processed with the same
effective date. The Sequence Number field is found on the Data Control page. You must determine the order in
which to process the actions so that the employee’s record reflects them in the proper sequence.

When an employee is entitled to multiple pay benefits simultaneously, the actions must be processed in the order
that gives the employee the maximum benefit. For example, when a promotion and within grade increase are
effective the same day, check the WGI Due Dt before inserting a row to process a promotion action. If the WGI
Due Dt is the same date as the promotion, process the promotion after the automatic WGI process runs then
establish a new position before processing the promotion. If the WGI is not processed during the automatic
process, it must be entered manually.

= Establish a new position (using another existing job code or request a new job code) for use
in processing the second action;
or
= Determine if there is an existing position which is different from that to which the employee
was assigned in the first action which can be used in processing the second action.

(Remember to inactivate the old position by inserting a new row on the position data record with an effective date
one day after the effective date of the promotion.)

NOTE: Two awards with the same NOAC, with the same effective date cannot be processed.

Entering an Action that Follows a Cancellation

The system will not allow a row insert if a NOA Code “001” Cancellation action is the top row of a record. Scroll
to the row below the cancellation to insert the row. In order to insert the new row, you must check Correct History.
After the necessary action is then processed, exit out of the record. Again retrieve the record, and notice that the
system re-sorted the action in the appropriate effective date order.
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How to Process Intervening Actions

An intervening action is a personnel action which has an effective date earlier than the effective date of the most
recent personnel action already processed for a given employee. When entering an intervening action, which
involves any change to the position, employment, or job information, the changes effected by the intervening action
DO NOT automatically update the subsequent actions that are resident in CHRIS. To enter an intervening action
you must use the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

When processing a NOA Code “002” Correction, the system will prompt you to review subsequent actions to
determine if additional corrections are needed. There is no prompt when you insert a row to process an intervening
action. In order to insert the new row, you must check Correct History on the bottom of the screen and scroll the
row below the cancellation action. Insert your row here.

Once the intervening action has been processed, you must remember to review all subsequent actions and, if
necessary, process either a NOA Code “002” or “966” action, as appropriate, for each action with an effective date
greater than the effective date of the intervening action.
For example: If you failed to process a WGI for an employee that was due a month ago, and a Reassign-
ment has already been processed for the current pay period, the WGI action must be processed as an
intervening action. Once the WGI is entered in CHRIS, the employee’s step and salary on the Reassign-
ment action must be updated via a NOA Code “002” Correction.
If an intervening action is processed and one or more award actions were subsequently processed, you must contact
the CHRIS Functional Hotline and request that the subsequent award actions be refreshed. This refresh must be
done so that the subsequent award actions reflect the changes that were made to the record as a result of the
intervening action. This refresh must be done the same day the intervening action is changed from an “REQ” to a
“PRO” PAR Status.

Understanding the Reviewed Flag

When processing a NOA Code “002” Correction on an action with an effective date earlier than the most recent
action, the following message will appear upon saving the action: “You must review records effected by changes
and check the Review Performed Flag before saving.”

Before the system allows you to save the action, it requires you to scroll to review subsequent actions and place a
check in the Reviewed check box in the upper right hand corner of each subsequent action before you can save the
NOA Code “002” Correction action.

By checking the Reviewed checkbox on each row, it does nrot give you the opportunity to make changes to those
actions, nor does it automatically correct the field(s) that were changed by the NOA Code “002” Correction action.

The purpose of the Reviewed checkbox is to give you the opportunity to review each subsequent action and make a

determination as to whether or not the field(s) changed on the NOA Code “002” Correction action also need to be
corrected on all subsequent rows as well.
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How to Access the CHRIS Users’ Manual and OPM Guide
to Processing Personnel Actions Within an Employee Record

REREAT TRl All- e I lEa = hoks - [ - = |

Horme = Administer Workforce = Administer Workforee (USF) = Use = Request Action Plesn N d o

% IHome

f Data Control % Personal Data ' Job  Position | Compensation | Employment1 " Employment 2

| | s

Data Cortrol

Actual Effective Date:  [08/26/2001 | Proposed Effective Date;  05/26/2001 +1[=]
Transaction ¥ / Sequence: I"_ I"_ HNot To Exceed Date: I

*Action: IM Pwvard - Monetary PAR Status: PRO Processed by HR

*Reason Code: [SCG Sup AccomiPersEffort Group Contact ID:

NOA Code: |841 Group Cash Award

Buthority (1) I I I
Authority (2): I I I

PAR Request: DI S | FAR Remarks  Award Data Severance Pay  Tracking Data
I EilutEl CHRIS Manual OFM Proc Guide
ﬁ Save) QReturn to Sealch:] MNesd tab) A2 gg Include Histon,r) @Conect Histon,r)

Data Contral | Fersonal Data | Job | Position | Compensation | Employment 1 | Employment 2

CHRIS Manual Link: This can be used to access the web version of the CHRIS Users’ Manual for quick

reference while processing an action. When you click on this link, you will automatically connect to the HR/TR
Users section of the CHRIS homepage.

OPM Proc Guide Link: This can be used to access OPM’s electronic version of the Guide to Processing Personnel
Actions for quick reference while processing an action.
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How to Enter/Update Education Information

You may store multiple rows of education data in CHRIS. Enter additional rows by inserting a new row (+). It is
not necessary to insert education information by effective date or degree order. When the action is saved, the
system will resort the education information from lowest to highest education level. To view the updated
information in the proper sort order, you must exit the record (click on Use and re-enter the emplid to view the
record with the revised education information).

CHRIS will not allow duplicate education records for the same education level and year. For example, if an
employee has completed a bachelor’s degree with a dual major in the same year, you will be able to enter only one
major. Ask the employee to select which major to enter in CHRIS.

When an education level which represents less than a full degree (i.e., 01, 02, 03, 05, 07, 08, 09, 11, 12, 14, 16, 18,
or 20) is present in CHRIS and an employee completes a higher education level, these rows of data may be deleted
or changed in CHRIS to represent the higher education level acquired. All degrees, as well as the highest education
level for less than full degrees, should remain in CHRIS.

Examples:

Employee has one education record in CHRIS with level “11-Three years of college.” The employee acquires level
“13-Bachelor’s degree.” The education record with code “11-Three years of college” should be updated to reflect
appropriate information for code “13-Bachelor’s degree.” You cannot delete the only education record in CHRIS,
but you can update that row of data.

Employee has two education records in CHRIS, one with level “13-Bachelor’s degree” and one with level “14-Post-
Bachelor’s.” The employee acquires a Master’s degree. The record with code “14-Post-Bachelor’s” could be
deleted and a new row could be inserted if employee acquires level “17-Master’s degree.”

A matrix for determining how to complete education information follows this procedure. A table defining
education levels can be found in the section labeled “CHRIS Codes/Terms.”

Administer Workforce > Administer Workforce (USF) > Use > Education

1. Locate appropriate employee.
2. Enter Education Level.
3. Ifeducation level is 06, 10, 13 or higher, complete the following:
a) Enter Credit Hours attained (optional).
b) Enter GPA (optional).
c) Enter Credit Hrs Type. (This field must be completed if Credit Hours is completed.)
d) Enter the Instructional Program Code. (The magnifying glass can be used to search by
Description.) (Descr will automatically populate based on the Instructional Program Code
selected.)
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e) Enter the School Code (click on the magnifying glass to search by State). If you do not find
the school you need, contact the CHRIS Functional Hotline via e-mail with the school name
and location (city, state). You will be notified via e-mail when the School Code has been
added to the database. (Only Schools above high school level - technical, business, colleges
and universities - will be added to the school table.) Education information can be saved
without School Name, but remember to enter this information after the School Code is
assigned. School, State, and Country will autopopulate based on selection of the School
Code.

4. Insert a Row (+) to add additional education levels if necessary.
5. Click on the Save icon.
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Education Level *

Instructional Program

Year Degree or Certificate

did not complete

Attained
01 - No formal education or some Must be blank Must be blank
elementary school
02 - Elementary school completed-- Must be blank Must be blank
no high school
03 - Some high school--did not Must be blank Must be blank
graduate
04 - High school graduate or Must be blank Must be blank
certificate of equivalency
05 - Terminal occupational program-- | Must be blank Must be blank

06 - Terminal occupational program--
certificate of completion, diploma or
equivalent.

Must be completed if
employee entered on duty
after 9/30/93, and tenure is
lor2

Must be completed if
employee entered on duty
after 9/30/93, and tenure is
lor2

07 - Some college--less than year one | Must be blank Must be blank
08 - One year college Must be blank Must be blank
09 - Two years college Must be blank Must be blank

10 - Associate Degree

Must be completed if
employee entered on duty
after 9/30/93, and tenure is
lor2

Must be completed if
employee entered on duty
after 9/30/93, and tenure is
lor2

11 - Three year college

Must be blank

Must be blank

12 - Four years college - no
baccalaureate

Must be blank

Must be blank

13 — Bachelor’s degree

Must be completed

Must be completed

14 - Post-Bachelor’s

Must be completed

Must be completed

15 - First professional

Must be completed

Must be completed

16 - Post-first professional

Must be completed

Must be completed

17 — Master’s degree

Must be completed

Must be completed

18 - Post-Master’s

Must be completed

Must be completed

19 - Sixth-year degree

Must be completed

Must be completed

20 - Post-sixth year

Must be completed

Must be completed

21 - Doctorate degree

Must be completed

Must be completed

22 - Post-Doctorate

Must be completed

Must be completed

* Must be completed for all employees

09/05/03
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How to Enter/Update Employee Review (Performance

Rating) Information

Employee review information must be entered in CHRIS in the following situations:

09/05/03

1.

Hire Actions: When any type of hire action is entered in CHRIS, a performance rating record must be
entered with the same effective date as the Hire action. Hire actions include all NOA Code 1XX
actions, as well as some 5XX and those 7XX actions which add a new employee to CHRIS, such as
internal hires from FERC and BPA. The Review Date automatically defaults to the effective date of
the hire; however this date will not display on the initial employee review page. The rating level must
be “X” or “Z” for the initial row inserted with a hire action.

Upon receipt of the performance file from a previous Federal agency or the Federal Records
Center: When new employees are appointed to DOE by transfer or reinstatement, official ratings of
record issued by the prior Federal agency/agencies must be entered in CHRIS if they were issued
within the 4-year period immediately prior to the DOE appointment. Since this information is not
available at the time the employee comes on board, performance rating history records must be entered
upon receipt from the former agency.

Employee Receives Official Rating of Record: An employee’s official rating of record must be
entered in CHRIS. PERFORMANCE RATINGS, OTHER THAN OFFICIAL RATING OF
RECORD, WILL NOT BE ENTERED IN CHRIS. Rating of record means the performance rating
prepared at the end of an appraisal period for performance of agency-assigned duties over the entire
period and the assignment of a summary level within a pattern as defined in the attached table. For an
employee not subject to 5 U.S.C. Chapter 43 or 5 CFR Part 430, it means the officially designated
performance rating, as provided for in the agency’s appraisal system, that is considered to be an
equivalent rating of record. For additional information refer to 5 CFR 351--Reduction in Force, 5
CFR Part 430--Performance Management, and 5 CFR Part 531--Pay Under the General Schedule. If
an employee is not rated during any particular performance cycle, the employee review information
should be updated in the system to indicate that the employee was not rated.

Employee is Converted to an SES Position From Any Non-SES Pay Plan: When an employee is
converted to an SES position from any non-SES pay plan, a new performance rating row effective on
the date of the conversion action must be inserted to indicate that the employee has not yet been rated
under the SES performance requirements. This new performance rating row should be entered when
the PAR Status on the conversion transaction is changed to “PRO.”

Employee Moves From a Covered to an Excluded Position: When an employee moves from a
covered to an excluded position (e.g., from ES to EX), a new performance rating row effective on the
date of the conversion action should be inserted to indicate that the employee is excluded from
coverage. In DOE, employees in Pay Plans GS, GM, ES, WG, WL, WS, WB, AD, SL, ST, EJ, and EK
will be covered by a performance management system. Employees in Pay Plans EX*, ED, EF, EI, AL,
CA and ZZ will be excluded from coverage.

*EX employee with a pay rate determinant of “S” are covered by the SES Performance
Management Plan if they elect to retain eligibility for SES performance appraisals and awards.
Otherwise, they are excluded from coverage. Examples:
An ES employee is converted to EX position:

Create new performance management row

Review Date=Conversion Date

Rating Pattern=H

Rating=Z (Excluded)
An ES employee with a pay rate determinant of “S” is converted to an EX position and declines
coverage for ES performance appraisals and awards:
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Create new performance management row

Review Date=Conversion Date

Rating Pattern=H

Rating=Z (Excluded)
An ES employee with a pay rate determinant of “S” is converted to an EX position and retains
eligibility for ES performance appraisals and awards:

No action is necessary since employee should already be on cycle to receive

next official rating of record.

6. Employee moves from an Excluded to a Covered Position: When an employee moves from an
excluded to a covered position, a new performance rating row effective on the date of the conversion
action should be inserted to indicate that the employee is now in a covered position but has not yet
been rated and to record the appropriate rating pattern/scale. See paragraph 4 above for a list of
covered and excluded pay plans. Examples:

An EX employee is converted an ES position
Create new performance management row
Review Date=Conversion Date
Rating Pattern=F
Rating=X (Not rated)
An Expert (ED) or Consultant (EF) is converted to a GS position
Create new performance management row
Review Date=Conversion Date
Rating Pattern=A, B, C, D, E, F, Gor H
Rating=X (Not rated)
An Expert (ED) or Consultant (EF) is converted to an ES position
Create a new performance row
Review Date=Conversion Date
Rating Pattern=F
Ratings=X (Not rated)

A matrix for determining how to complete review information follows this procedure. A table defining rating
patterns/scales can be found in the section labeled “CHRIS Codes/Terms.”

Administer Workforce > Manage Performance (USF) > Use > Employee Review

1. Select employee.
A new row must be inserted (+) for each official rating.
3. Enter Review Date. This is the date the supervisor communicated the rating to the employee and is
considered the rating effective date.
4. Enter Rating Pattern. You must determine the appropriate rating pattern that your sub-agency uses.
Some may be different for SES, Supervisory, and/or Non-supervisory employees and should be
changed for employees who have recently been reassigned to a difference rating pattern, i.e., GS to
ES.
Enter Rating Level or select from drop-down list.
Check Issued by non-DOE agency box if applicable.
Enter Review From Date. This is the date that marks the beginning of the rating period.
Enter To Date. This is the date that marks the end of the rating period.
Next Review Date. Leave blank — DO NOT POPULATE.
0. Date Validated is used for review of employee ratings in preparation for reduction-in-force and
should not be populated until an actual review is being performed.
11. Save.

=0 0 W
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Category

Review Date

Rating
Pattern

Rating
Level

Review
From Date

Review To
Date

Next Review
Date

Date
Validated

Hire Actions for
Pay Plans GS,
GM, WG, WL,
WS, WB, AD,
SL, ST, EX*, EJ,
EK, and EN

Date of Hire

A,B,C,
D, E} F’
GorH

Leave Blank

Leave Blank

Leave Blank

Leave Blank

Hire Actions for
Pay Plans EX,
EX*, ED, EF, EI,
AL, CA and ZZ

Date of Hire

Leave Blank

Leave Blank

Leave Blank

Leave Blank

Hire Actions for
Pay Plan ES

Date of Hire

Leave Blank

Leave Blank

Leave Blank

Leave Blank

Conversion to ES
from any non-ES

pay plan

Date of
Conversion

Leave Blank
or Delete

Leave Blank
or Delete

Leave Blank

Leave Blank

Hire Actions for
Pay Plans EX*,
ED, EF, EI, AL,
CAand ZZ

Date of Hire

Leave Blank

Leave Blank

Leave Blank

Leave Blank

Conversion from
a covered to an
excluded position
(e.g., ES to EX;
ES to EX*)

Date of
Conv. Action

Leave Blank

Leave Blank

Leave Blank

Leave Blank

Conversion from
an excluded to a
covered position
(e.g., EF to ES;)

Date of
Conv. Action

Leave Blank

Leave Blank

Leave Blank

Leave Blank

Ratings issued by
DOE prior to
10/1/97

Eff. Date of
Rating**

1,2,3,4
or5

Date rating
period began

Date rating
period ended

Leave Blank

Leave Blank

Ratings issued by
DOE after
9/30/97

Eff. Date of
Rating**

1’ 2’ 35 45
5 or X*%*

Date rating
period began

Date rating
period ended

Leave Blank

Leave Blank

Ratings issued by
Federal agency
other than DOE
prior to
10/1/97%***

Eff. Date of
Rating**

1,2,3,4
or5

Date rating
period began

Date rating
period ended

Leave Blank

Leave Blank

Ratings issued by
Federal agency
other than DOE
after 9/30/97%***

Eff. Date of
Rating**

1,2,3,4
or5

Date rating
period began

Date rating
period ended

Leave Blank

Leave Blank

09/05/03
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* In DOE, employees in Pay Plans GS, GM, ES, WG, WL, WS, WB, AD, SL, ST, EJ, EK, and EX
(pay rate determinant of “S”) will be covered by a performance management system. Employees
in Pay Plans EX, ED, EF, EI, AL, CA and ZZ will be excluded from coverage. EX employees
with a pay rate determinant of “S” are covered by the SES Performance Management Plan if they
elect to retain eligibility for SES performance appraisals and awards. Otherwise, they are
excluded from coverage.

ok Eff. Date of Rating is the date the rating is communicated to the employee which should also be
the date the supervisor signed the official rating of record.

wkE If an employee is not rated during a particular rating cycle, a review record must be established.
The review date would be established as the end date for the rating cycle, the appropriate pattern
for the employee must be entered, and an X (not rated) should be entered for the rating.

®%%%*  For ratings issued by a Federal agency other than DOE, check the box labeled “Issued by non-
DOE agency.” This check box has been added to the Employee Review page as of 2/7/99.

How to Manually Correct/Update “Reports to Position” and

“Supervisor I1D”

The following procedure should be used to complete manual updates:

Print the

following reports: Department Managers Report, “Reports to” Report, and “Reports to Difference”

Report using the instructions in the section of the manual entitled “CHRIS Reporting.”

1.

09/05/03

Determine whether corrections are needed in the Position Data record.

-- Remember that the “Reports to Position” number is stored in employee’s Position Data record and also
in personnel transactions. This information may need to be corrected in the Position Data record, in
personnel transactions, or in both records. It is important to first correct the information in the Position
Data record.

-- In some situations, you will be able to make the correction on the employee’s current Position Data row
while, in other situations, you will need to insert a new Position Data row to update “Reports to Position”
number. For example, if you had a recent supervisory change within an organization, you will need to
insert a new Position Data row for each employee assigned to that supervisor.

-- On the employee’s new Position Data row, use an effective date that is equal to or greater than the
effective date of the supervisor’s assignment to his/her new position.

-- If you attempt to enter a “Reports to Position” Position and you receive a system message that the
Position is not valid, this usually means one of two things. Either the “Reports to Position” number has
been keyed incorrectly, or it was not a valid position as of the effective date of the Position Data record
that you are adding or updating.
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Once appropriate corrections/updates have been made to the Position Data record, process an NOA Code
966-Change in Non-SF-50 data to correct/update the “Reports to Position” and the “Supervisor’s ID” on
Employee Data 2 page if that information is incorrect.

-- Simply insert your new transaction, complete the information on the Data Control page, and refresh the
Position. (Any time the Position is refreshed you will need to re-enter the employee’s step). The “Reports
to Position” number, Title, “Supervisor’s ID” and Name should now contain current information on the
Employment 2 page. If the “Supervisor’s ID” and name are missing, this means that a supervisor was not
assigned to the “Reports to Position” number you entered on the Position Data record on the effective date
of the NOA Code 966 action.

Always use a current date for the NOA Code 966; retroactive changes could require that you process
corrections to actions with a more recent effective date.

Mass processing capabilities exist for updating this information, refer to the section in this manual entitled
Mass Processing.
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Benefits Inquiry Options

Compensate Employees > Administer Base Benefits > Inquire/Benefits Summary (Pay Dedns)

This page will display health benefits information for an employee to which you have access (also known as FEHB-
Federal Employee Health Benefits).

/] Benefits Summary - Microsoft Internet Explorer o 0 |
Aal e S~ i Q@ @ @ | B S @
Back Farward Stop Refresh  Home Search Fawortes  History (L ET Frint Dizcuss  Real com
J Address I@ http: //chrizdey. netl. doe.gov /serdetesicientserdet el prdl/ Pomd=starth vl

J File Edit “iew Favortes Tools  Help

o

€ Home
Home » Compensate Employees = Administer Base Benefits = Inguite = Benefits Summary (Pay Dedns) Mew Window =
{" Benefits Summary

Employee Status:  Active

Health Coverage Eind |

Pay End Ded Sales .
Plan Type Elect Benefit Plan Coverage DOE Date Date Class  Tax Last Deduction
Medical E 10 Self Low 01/03/19499
Life ADD Coverage

Pay End Ded Sales .
Plan Type Elect Benefit Plan Coverage DOE Date Date Class Tax Last Deduction
Life E BASLF 0572172000
Supp Life Wy 0271471999
Dep Life Wy 01/04/1938

|&] (8 items remaining] Downloading picture hitp: #/chrisdev. netl. dos.gow/hiE prd1 /cache/PT_PORTAL_BEIGE_STRETCH_E| [ [ Intenet
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=} Benefits Summary - Microsoft Internet Explorer -8 x|
Sal T 7t @ @@ @ | B 9 @
Back Farward Stop Refresh  Home Search Fawortes  History (L ET Frint Dizcuss  Real com

J Address I@ http: //chrisdew. netl doe.gov/servetsfclientzervlet hig 1 prdl / Pomd=startl

J File Edit ‘iew Favortes Tools Help

-

£ Home

Savings Plans

Plan Type  Elect Benefit Plan Participation CoverageBegin  PayEnd  Ded sales ESS Last
Date Date Class Tax Entry peduction
Thrift E TSP2 5.000% 0101412001 B v

Plan Type Elect Benefit Plan Effective Date
Sick E SICK 01/04/1998 =
Wacation E ARML 01/04/18498
Doticornont 1 il i~ ﬂ
|&] Dore I_l_lﬂ Internet
3 Benefits Summary - Microzoft Internet Exzplorer - |EI|5|

J@-*.@ﬁ@@Q%-é@ i

Back Farward Stop Refresh  Home Search  Favortes  History k4 ail Frint Dizcuss  Real.com

J Address I@ hitp: /#chrizdey. netl. doe. gowd servlsts/iclientservlethr81 prdl A femd=startk

J File Edit “iew Favortes Toolz Help

o

@ Horre

Retirement Plan

Contribition Deduction Begin  Pay End Ded Sales -
Plan Type Elect Benefit Plan Percentage Date Date Class  Tax Last Deduction
PERS E 1 7.000 08M17M897
deetum to Searc‘:‘l‘{
|&] Dore |_|_|Q Internet v
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On the above page, Benefits Summary, you can view the Health Benefits information for an employee.

Health Benefits Section:

Plan Type -- Health Coverage
Elect -- E-Elect; W-Waive or T-Terminate
Benefit Plan -- Carrier Code

Coverage an employee elected:  Self — High
Self — Low
Self+Family-High
Self+Family-Low
Self — Std
Waived/Canceled
Ineligible for Health Benefits

DOE Date -- which can be several different dates. It can be the date DOE converted to CHRIS as the system of
record. It is not necessarily the effective date of the employees benefits election unless the employee is a new hire
since conversion January 4, 1998 or if the employee made a change in election since that same conversion date.
That is why this field is called the DOE Date and not “Effective Date” because it could be one of those scenarios; or
it could be a date when the employee had a “life event” action as in a marriage or birth of a child.

Pay End Date -- Date employee terminated coverage

The rest of the fields are not populated, as we do not use the PeopleSoft Payroll product.

Life AD/D Coverage:

Type of Life Insurance: (See page shots below for valid values)

FEGLI (Life Insurance) Plan: BASLF — Basic Life
BLF1 — Option B Additional (1x base)
BLF2 — Option B Additional (2x base)
BLF3 — Option B Additional (3x base)
BLF4 — Option B Additional (4x base)
BLFS5 — Option B Additional (5x base)
OPCLF — Option C Family (1x base)
OPCLF2 - Option C Family (2x base)
OPCLF3 — Option C Family (3x base)
OPCLF4 — Option C Family (4x base)
OPCLFS5 — Option C Family (5x base)
LBEN - FEGLI Living Benefits
OPLAF — Option A Standard ($10,000)

DOE Date: which meets the same criteria as the one for Health Benefits above as to what this date could be.
TSP Information:

Plan Type -- TSP
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Elect: E — Elect, W — Waive, T — Terminate

Benefit Plan: TSP1 — TSP EMPLOYER MATCH-FERS
TSP2 — TSP NO MATCH-CSRS

$ or % B/A Tax -- Dollar or Percent of contribution

ESS Entry -- this checkbox will be checked (or “on”) only if the employee entered the information through the ESS
system—otherwise it will not be checked.

Coverage Begin Date: With the recent open enrollment period, this date should reflect the effective date of the
most recent election or change made by the employee.

Pay End Date: Would equal the date the employee terminated their TSP election.

And the last columns on this line would indicate only if it were a Before Tax (B) deduction or and After Tax (A)
deduction.

Retirement Plan
Plan Type -- Retire

Elect: E — Elect, W — Waive, T — Terminate

Benefit Plan:
Z} Request Action - Microsoft Internet Explorer ) ] |
= . = @2 b Ll Gl 3 Ey- & = =2
Back Forward Stop Refresh Horme Search Fawaorites  Higtory b4 ail Frint Discusz Real.com
J Address I@ http: Afchrizdew. netl. doe. gov Aservlets Aclientservliet hr81 prd1 A Pomd=st art i - l

J Eile Edit “iew Favortes Toolz Help

o

S Sign Out
Lookup Retirement Plan =1

Search Results
1-10 of 10
Retirement Plan Description

4-Mone

B-CSRS - Special

C-FICA and CERE (Partial
E-FICA and CSRS-Spec (Fartial)
E-FERS and FICA

M-FERS and FICA Special
B-FICA and CSRS (Fully

T-FICA and CERS - Spec (Fully

B FRERMD @ =
[w)
o
=]
iy

Nkl

'7'7|° Intermnet
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Contribution Percentage -- This is a percent calculation based on the Retirement Plan and Retirement Type
entered for the employee based on the type of employee this is for (FERS or CSRS) and the retirement code listed
above. (Please check with your benefits administration team if you have questions about this field.)

Deduction Begin Date: Shows DOE date information.

Health Benefits Page:

This page has a checkbox to indicate if there is a Court Order for an employee regarding benefits or not.
Compensate Employees > Administer Base Benefits > Use > Health Benefits
Access will be Display Only.

|&- -3 | QEI BDFHD H He Bt Yew Fowiss _'”Hﬁgldressl@ h'”_

o

& Home
Home = Compensale Employees = Administer Hase Henefts = Use = Health Benefnis e WITT Ly d

J(' Elections [ Dependents |

ind First (4] 1061 [M] Last

| Wie All

“Plan Type: |1U Q] Medical El
ar ind | Wiew A First (4] 1of 4 [M] Last
=]

& Full Time  Part Time " Temporary

*Coverage Begin Date: ID1 399 *Deduction Begin Date: |D1 1031999
i [ @) i @) i I
Coverage Election Elect Waive Terminate *Election Date: 121101998 @
Benefit Plan: I1 0 ﬂ BLUE CROSE AND BLUE SHIELD [ Court Order
Coverage Code: |4_ Q] el only-Low Option:
Retirement Coverage 1000251589 @
Date:
Health Provider ID: | I” Previously Seen
Employee Status: Active Benefit Program: CSRS
Update all mode
ﬁ Save QReturn to Search | @ Include Hiztory JTER Corect Histoly)

Elections | Dependents

-

If the checkbox is “on” or checked, it indicates that the Payroll/Benefits department has received a court order for
this employee; if there is no check, then no court order has been received by the Payroll/Benefits department.
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4 Hire Actions

Contents
= CHRIS Action/Reason Code and Nature of Action Crosswalk - Hire
= Hire (Hire, Transfer, Hire NTE, Term, Temporary, and Appt NTE, etc.)
= Rehire
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4.1 CHRIS Action/Reason Code and Nature of Action
Crosswalk — Hire Actions

Action  Action Description Action/Reason Code Nature of Action/Codes
Code
ADL Concurrent Appointment CAR - Career Appointment 100 - Career Appt
CCA - Career-Conditional Appointment 101 - Career-Cond Appt
107 - Emergency Appt
120 - O/S Ltd Appt
130 - Transfer
132 - Mass Transfer
140 - Reins-Career
141 - Reins-Career-Cond
170 - Exc Appt
171 - Exc Appt NTE
198 - Interim Appt in Nonduty Status
199 - Interim Appt
ASC Int] Assignment ASC — Intl Assignment Completion 500 - Conv to Career Appt
Completion
ASG Intl Assignment FEX — Foreign Expatriate Assignment 520 - Conv to O/S Ltd Appt
FIN — Foreign Inpatriate Assignment
FLA — Foreign Loan Assignment
NAT — Third Country National
HIR Hire ADM — Administrative Accession 100 - Career Appt

BRO - Brought into Competitive Service
CMP — Competitive Appointment
DEM - Change to Lower Grade

ECA - Expert/Consultant Appointment
EMG — Emergency Appointment

EXC — Excepted Service Appointment
EXO - Executive Order Appointment
FNA - Foreign National Appointment
IPA — Intergovernmental Personnel Act
LAT — Lateral

MIL — Military

NPS - New Position

OVS — Overseas Limited Appointment
PAN - Provisional Appointment NTE
PRO - Promotion

RES — Reinstatement Appointment
RRR — Restoration/Reemployment Right
SCH — Schedule A, B, C, Appointment
SES - Senior Executive Service Appt
STQ — Appointment Status Quo

TMP — Temporary Appointment

TRN — Trainee

VOL - Volunteer Appointment

VRA - VRA Appointment

XFR - Transfer from Agency

ZCL — Change to Lower Grade — CAO
ZCV — Conversion to — Appt — CAO
ZPC — Position Change — CAO

ZPR — Promotion — CAO

ZRS — Reassignment — CAO

101 - Career-Cond Appt

107 — Emergency Appt

108 - Term Appt NTE

112 - Term Appt - PER

115 - Appt NTE

120 - O/S Ltd Appt

122 - O/S Ltd Appt NTE

124 - Appt — Status Quo

130 — Transfer

132 - Mass Transfer

140 - Reins-Career

141 - Reins-Career-Cond

142 - SES Career Appt

143 - Reins-SES Cond

145 — Transfer SES Career

146 — SES Noncareer Appt

147 — Transfer SES Noncareer
148 - SES Ltd Term Appt NTE
149 - SES Ltd Emergency Appt NTE
170 - Exc Appt

171 - Exc Appt NTE

190 — Provisional Appt NTE

198 - Interim Appt in Nonduty Status
199 - Interim Appt

500 — Conv to Career Appt

501 — Conv to Career — Cond Appt
507 — Conv to Emergency Appt
508 — Conv to Temp Appt NTE
512 — Conv to Temp Appt-PER
515 — Conv to Appt NTE

540 — Conv to Reins-Career

541 — Conv to Reins-Career-Cond

09/05/03
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542 — Conv to SES Career Appt
543 — Conv to Reins-SES Career
546 — Conv to SES Noncareer Appt
548 — Conv to SES Ltd Term Appt
549 — Conv to SES Ltd Emergency
570 — Conv to Exc Appt

571 — Conv to Exc Appt NTE

590 — Conv to Provisional Appt
702 — Promotion

703 — Promotion NTE

713 — Change to Lower Grade

721 — Reassignment

740 — Position Change

741 — Position Change NTE

997 — Administration Accession

REH Rehire

CMP — Competitive Appointment

ECA - Expert/Consultant Appointment
EMG — Emergency Appointment

EXC — Excepted Service Appointment
EXO — Executive Level Appointment
FNA - Foreign National Appointment
IPA — Intergovernmental Personnel Act
MIL — Military

OVS — Overseas Limited Appointment
RES — Reinstatement/Reemployment
RRR - Restoration/Reemployment Right
SCH - Schedule A, B, C Appointment
SES - Senior Executive Service Appt
STQ - Appointment Status Quo

TMP - Temporary Appointment

TRN - Trainee

VOL - Volunteer Appointment

VRA - VRA Appointment

XFR - Transfer from Agency

100 - Career Appt

101 - Career-Cond Appt

107 — Emergency Appt

108 - Term Appt NTE

112 - Term Appt — PER

115 - Appt NTE

120 - O/S Ltd Appt

122 - O/S Ltd Appt NTE

124 - Appt — Status Quo

130 — Transfer

132 - Mass Transfer

140 - Reins-Career

141 - Reins-Career-Cond

142 - SES Career Appt

143 - Reins-SES Cond

145 — Transfer SES Career

146 - SES Noncareer Appt

147 — Transfer SES Noncareer

148 - SES Ltd Term Appt NTE
149 - SES Ltd Emergency Appt NTE
170 - Exc Appt

171 - Exc Appt NTE

190 — Provisional Appt NTE

198 - Interim Appt in Nonduty Status
199 - Interim Appt

500 — Conv to Career Appt

501 — Conv to Career — Cond Appt
507 — Conv to Emergency Appt
508 — Conv to Temp Appt NTE
512 — Conv to Temp Appt-PER
515 — Conv to Appt NTE

540 — Conv to Reins-Career

541 — Conv to Reins-Career-Cond
542 — Conv to SES Career Appt
543 — Conv to Reins-SES Career
546 — Conv to SES Noncareer Appt
548 — Conv to SES Ltd Term Appt
549 — Conv to SES Ltd Emergency
570 — Conv to Exc Appt
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571 — Conv to Exc Appt NTE
590 — Conv to Provisional Appt
702 — Promotion

703 — Promotion NTE

713 — Change to Lower Grade
721 — Reassignment

740 — Position Change

741 — Position Change NTE
997 — Administrative Accession
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4.2 Hire - (Hire, Transfer, Hire NTE, Term, Temporary, and Appt NTE, etc.)

Step 1 Create or Modify Position.
A. If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”
B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action.
Administer Workforce > Administer Workforce (USF) > Use > Hire
Click on “Add a New Value.”

Click on “Add” and the system will automatically assign an EMPLID when the Hire action is saved.

[1Data Control
1. Enter the Actual Effective Date.
2. Enter Not to Exceed Date if applicable. Action defaults to HIR. PAR Status defaults to REQ.
3. Select Reason Code.
4. Enter the NOA Code.
5. Enter Authority #1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the > or < arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the SF-50.
This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid defaults to the PAR approving official for your sub-agency. The Emplid appears in
Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter approving official in the Emplid field. DO NOT uncheck Override Operator Emplid
box.

[C1Personal Data
1. Enter First Name.
Enter Middle Initial or name or NMN if no middle initial (Required).
Enter Last Name.
Enter Suffix if appropriate.
Enter Gender (default is female - change appropriately).
Enter Ethnic Group.
Enter Date of Birth, must enter 4 digit year if prior to 1950.
Enter Disability Code.

PN R LD
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9. Enter National ID. It is especially important to review the National ID entered for a new employee
before saving the action.

| Personal Phone Numbers |

1. Enter Personal Phone Numbers.

2. Select Phone Type and enter phone number.

3. If entering more than one phone number, press (+) while cursor is in Phone Type to insert a row.

| Veterans Info |
NOTE: Refer to Guide to Processing Personnel Actions (Chapters 4 and 7) for a detailed explanation.
1. Enter applicable information. Veterans Preference (1, 2, 3, 4, 5 or 6) and Veterans Pref RIF (Y/N).
= If Veterans Preference code 2, 3, 4, 5, or 6, Veterans Pref RIF should equal Yes.
= If Pay Plan is E£S or EX, Veterans Pref RIF must equal No.
= If Type Appt is 34 or 44, (Sch C), Veterans Pref RIF must equal No.
= If Nature of Action is /XX, then Veterans Status may not be “N.”

| Education Details |
Refer to section entitled “How to Enter/Update Education Information” under General Procedures.

1Job

1. Enter the Position. (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)
2. Enter the Transferred From Agency, if necessary.

| Benefits/FEHB Data |
1. Select the appropriate Benefit Program.
2. Select FEHB Eligibility.

| FEGLI/Retirement/FICA |

1.  Enter FEGLI Code.

2. Enter Retirement Plan.

3. Enter FERS Coverage.

4. Enter Previous Retirement Coverage.

5. Enter Annuitant Indicator.

6. Enter Annuity Commencement Date, if applicable.

7. Enter CSRS Frozen Service data if applicable.
[CJPosition Data

1. Enter Type Appt; other data is grayed-out and defaults from position information.
NOTE: See Relationship Edits Between NOA Code, Type Appt, Posn Occupied, and Tenure table
that follows this procedure.

[C1Compensation
1. Select Pay Rate Determinant.
2. Enter Step. The Step Entry Date and Grade Entry Date defaults to reflect the effective date of the
action. These dates represent entry dates in CHRIS and they are not editable.
3. Ifemployee is on retained grade or pay, enter applicable information.
4. Enter Annuity Offset Amount if necessary. (This amount should be a monthly amount.)
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| Other Pay Information |

1.

Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may be required to
enter the Pay Period Amount. If more than one earnings code is required, insert a row (+) in the
Earnings Code field.

| Accounting Info |

1.

Enter Appropriation Code in the Account field in the first account field, not in the Account Code field
inside the box.

E]Employment 1

Review Service Computation Dates and change if necessary.

2. Enter LEO SCD if applicable.

3. All SCD’s except TSP will autopopulate with the effective date of the action. See information on
“Using the SCD Calculator” under “Basic Operations/Functions.”

4. Enter the TSP date. This date should not be prior to 01/01/84. This field is mandatory for FERS
employees. Leave blank for CSRS employees.

5. Conv Begin Date will default to effective date of action (only on certain Hires). Change if applicable.
6. The Pay Chg Dt and the LEI Date will autopopulate with the effective date of the action. If
employee has prior service counting toward their WGI then enter the LEI Date from prior agency.

| Appt Information |

1. Nature of Action Code and Current Authority #1/Authority #2 will autopopulate when action is
saved in a “PRO” PAR Status. If Hire is NOA Code 5xx or 7xx, these fields must be changed to
reflect most recent NOA Code 1xx data.

2. Enter Appointment Limits: Amount, Hours and Days, if applicable.

3. Enter Special Employment Pgm if applicable.

E]Employment 2

Enter appropriate Probation Dates: Probation Date, SES Probation, Supv/Manager Probation.
These dates should be completion dates of probation periods. Enter date completed if probationary
period has already been served. Leave blank if not subject to a probationary period.

2. Review/Change Last Promo Date. This field defaults to effective date of hire. Change date, if
appropriate.

3. Enter Retained Grade Expires dates if applicable.

4. Select Tenure Group. NOTE: Make sure the proper relationship exists between NOA Code, Type
Appt, Posn Occupied, and Tenure. (Position Data page.)

5. Permanent Data - RIF will autopopulate from Position Data record. Review and make changes if

09/05/03

necessary. Leave blank for pay plans EX, ES, EF, ED, CA, AL, or ZZ.

| Security Info |

1.
2.

Review/Change Security Clearance, Status, and Status Dt.
Indicate if a Financial Disclosure is required.

4.2-3



CHRIS HR Users' Manual

[JReturn to Data Control

1.

3.

Save.

Print SF-52 and review for accuracy.

If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

09/05/03

LNk wLDD =

Click on Correct History

Select Employee

Make necessary corrections, delete row (-) or change PAR Status to PRO.

Save.

Once action saves, the system will automatically open the Education page if it is was not previously
entered.

Enter Education information as described in the section entitled “How fo Enter/Update Education
Information” under “Basic Operation/Functions.” The education information must be entered or the
action will not save as a PAR status of “PRO.”

Once the education information saves, the system will automatically open the Performance Review
page. The Rating Pattern and Rating Level must be entered before the hire action will save as “PRO.”
The Rating Level must equal “X” or “Z” for the initial row inserted with a Hire action. The Review
Date does not appear on this page but this date will automatically default to the effective date of the
hire when the initial performance record is saved. If you need to add performance rating history prior
to hire use the following path: Administer Workforce > Manage Performance > Use > Employee
Review. This same path is used to enter annual performance ratings.

More detailed information on Performance Review is described in the section entitled “How to
Enter/Update Employee Review (Performance Rating) Information” under “Basic
Operations/Functions.”
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Relationship Edits Between NOA Code, Type Appt, Posn Occupied. and

Tenure

Edits are in place to ensure that the appropriate relationship is established between NOA Code, Type Appt, Posn
Occupied, and Tenure for NOA Code 1XX and 5XX actions. The matrix table below shows the allowable

combinations.
Position Page Position Page Employment 2 Page
If NOA Code is: Then Type Appt must And Posn Occupied And Tenure must be:
be: must be:
124, 524 20 1 3
112 20 1 3
101, 141, 501, 541 15 1 2
100, 500, 130, 140, 540 10 or 15 1 lor2
115,122, 515, 522 20 1 0
108 or 508 20 1 3
142, 143, 145, 542, 543 50 Jor4 0
146, 147, 546 55 3or4 0
148, 548 60 3or4 0
149, 549 65 Jor4 0
170, 570 30, 32, 36, 38, 40, 42, 0,2,0r3 0,1,2,0r3
44, 46, or 48
171, 571 40, 42, 44, 46, or 48 2 Oor3
107, 507 20 1 3
120, 520 20 1 3
190, 590 20, 40, 42, 46, or 48 lor2 0or3

If one or more of these fields are incompatible, an error message will appear indicating that the discrepancy(s) must

be resolved before the action will save.
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4.3 Rehire

NOTE: Only use this process if the employee’s record previously existed in the
CHRIS database.

Step 1 Create or Modify Position.

A.

B.

If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”
If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action.

Administer Workforce > Administer Workforce (USF) > Use > Request Action

C1Data Control

09/05/03
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Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Enter Not to Exceed Date if applicable.

Select Action — Rehire.

Select Reason Code.

Enter the NOA Code.

Enter Authority #1 and/or Authority #2: if the authority requires inserts, enter them within the space
provided to the right of the Authority Code ficld or as part of the actual Authority Code text.

| PAR Remarks |

1.

Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the > or < to view remarks.

| Tracking Data |

1.

Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):

a) Check the Action Dt Ovrd box.

b) Change Action Taken date.

¢) Uncheck the Action Dt Ovrd box.
The Emplid defaults to the PAR approving official for your sub-agency. The Emplid of Tracking
Row appears in Block 50 of the SF-50. To change (if necessary):

a) Check the Override Operator Emplid box.

b) Enter approving official in the Emplid of Tracking Row field. DO NOT uncheck Override

Operator Emplid box.
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CJPersonal Data

1. Review all Personal Data fields and make changes if necessary.

| Personal Phone Numbers |
= Review/Change Personal Phone Numbers.
1. If a change is necessary, enter Personal Phone Numbers.
2. Select Phone Type and enter phone number.
3. If entering more than one phone number, press (+) while cursor is in Phone Type to insert a row.

| Veterans Info |

Note: Refer to Guide to Processing Personnel Actions (Chapters 4 and 7) for a detailed explanation.

1. Review/Change applicable information. Veterans Preference (1, 2, 3, 4, 5 or 6) and Veterans Pref
RIF (Y/N).
= If Veterans Preference is changed to code 2, 3, 4, 5, or 6, Veterans Pref RIF should equal Yes.
= If Pay Plan is ES or EX, Veterans Pref RIF must equal No.
= If Type Appt is 34 or 44, (Sch C), Veterans Pref RIF must equal No.
= If Nature of Action is /XX, then Veterans Status may not be “N.”

| Education Details |
Review Education data, if necessary upon completion of this action make changes or additions as
detailed in section entitled “How to Enter/Update Education Information.”

[1Job
1. Delete the Position.
. Tab - this will remove prior position information.
3. Enter the Position. (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)
4. Tab - this will refresh with new position information.
5. Enter the Transferred From Agency, if necessary.

| Benefits/FEHB/Data |

1. Review /Change the Benefit Program.
2. Review/Change FEHB Eligibility.

| FEGLI/Retirement/FICA |

Review/Change FEGLI Code.

Review/Change Retirement Plan.

Review/Change FERS Coverage.

Review/Change Previous Retirement Coverage.
Review/Change Annuitant Indicator.

Enter Annuity Commencement Date, if applicable.
Enter CSRS Frozen Service data if applicable.

Al

[ 1Position Data

1. Review/Change Type Appt; other data is grayed-out and defaults from position information.
NOTE: See Relationship Edits Between NOA Code, Type Appt, Posn Occupied, and Tenure table
that preceeds this procedure.
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[(JCompensation
1. Enter Step. The Step Entry Date and Grade Entry Date defaults to reflect the effective date of the
action. These dates represent entry dates in CHRIS and they are not editable.
2. If employee is on retained grade or pay, enter applicable information.
3. Enter Annuity Offset Amount if necessary. (This amount should be a monthly amount.)

| Other Pay Information |

1.
2.

Review/Change Pay Rate Determinant.

Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may
be required to enter the Pay Period Amount. If more than one earnings code is required, insert a row
(+) in the Earnings Code field. To delete an Earnings Code carried forward from prior row press (-)
or Alt-8, enter.

| Accounting Info |

1.

Review/Change Appropriation Code in the Account field in the first Account field, not the Account
Code inside the box.

E]Employment 1

Review Service Computation Dates and change if necessary. See information on “Using the SCD
Calculator” under “Basic Operations/Functions.”

2. Enter LEO SCD if applicable.

3. Enter the TSP if blank. This date should not be prior to 01/01/84. This field is mandatory for FERS
employees. Leave blank for CSRS employees.

4. Conv Begin Date will default to effective date of action, if applicable.

5. The Pay Chg Dt and the LEI Date will autopopulate with the effective date of the action, if
applicable. If employee has prior service counting toward their WGI then enter the LEI date from
prior agency.

| Appt Information |

1. Nature of Action Code and Curr Authority #1/Authority #2 will autopopulate when action is saved
in a “PRO” PAR Status. If rehire is NOA Code 5xx or 7xx, these fields must be changed to reflect
most recent NOA Code 1xx data.

2. Enter Appointment Limits: Amount, Hours and Days, if applicable.

3. Enter Special Employment Pgm if applicable.

EEmployment 2
Enter appropriate Probation Dates: Probation Date, SES Probation, Supv/Manager Probation.
These dates should be completion dates of probation periods. Enter date completed if probationary
period has already been served. Leave blank if not subject to a probationary period.

2. Review/Change Last Promo Date. This field defaults to effective date of hire. Change date, if
appropriate.

3. Enter Retained Grade Expires dates if applicable.

4. Review/Change Permanent Data - RIF, autopopulates from position data record. Leave blank for
pay plans EX, ES, EF, ED and EI. If revising old position review, and change these fields on the
Position Data Record.

5. Review/Change Tenure Group. NOTE: Make sure the proper relationship exists between NOA
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Code, Type Appt, Posn Occupied, and Tenure (Position Data page).
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| Security Info |

1. Review/Change Security Clearance, Status, and Status Dt.
2. Indicate if a Financial Disclosure is required.
[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter

the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

Nk wLDD =

Click on Correct History

Select Employee

Make necessary corrections, delete row (-) or change PAR Status to PRO.

Save.

Once action saves, the system will automatically open the Education page if it was not previously
entered.

Enter Education information as described in the section entitled “How fo Enter/Update Education
Information” under “Basic Operation/Functions.” The education information must be entered or the
action will not save as a PAR Status of “PRO.”

Administer Workforce > Manage Performance > Use > Employee Review
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1.

Click on Correct History.

Review/Update the Employee Review Information. In most cases you will need to enter a new
Employee Review row using the effective date of the Rehire to reflect the employees rating pattern
and rating level of “X” or “Z.” In some cases you may not need to enter a new row:

Example: Employees most recent Employee Review row is within the last year.

More detailed information on Performance Review is described in the section entitled “How to Enter/
Update Employee Review (Performance Rating) Information” under “Basic Operations/Functions.”
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S5 Change Actions

Contents

CHRIS Action/Reason Code and Nature of Action Crosswalk
Reassignment Across Sub-Agencies

Subagency Transfer Form

Reassignment Between DOE PeopleSoft Systems
Reassignment

Realignment

Change In Title

Change In Retirement Plan

Change in Tenure

Change In Veterans Preference for RIF
Change Fund Type/B&R Code

Change In Hours

Change In Work Schedule

Change In Duty Station

Name Change

Change In Service Computation Date

FEGLI Change

Suspension NTE Or Suspension Indefinite
Leave Without Pay

Extension Of LWOP

Return To Duty

Conversion/Conversion NTE

Position Change

Non SF-50 Change/Correction — NOA Code 966
SF-113 Ceiling Flag

Denial Of WGI

Termination Of Grade Retention
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5.1 CHRIS Action/Reason Code and Nature of Action
Crosswalk — Change Actions

Action  Action Description Action/Reason Code Nature of Action/Codes
Code
DTA Data Change B&R - Change Fund Type/B&R Code 750 - Continuance NTE
CAC — Change - Agency Code 755 - Exception to RIF Release
CAI - Change — Annuitant Indicator 780 - Name Change From
CBU - Change — Bargaining Unit 781 - Change in Work Schedule
CCP - Change/Correct Position Number 782 - Change in Hours
CDE - Change in Data Element 792 - Change in Duty Station
CDP - Correction Department 800 - Change in Data Element
CFC - Change — FLSA Category 803 - Change in Retirement Plan
CJC — Correction - Job Code 805 - Elected Full Living Benefits
COC — Change — Occup Code 806 - Elected Partial Living Benefits
CON - Change in Organization Name 880 - Change in Tenure Group
CPI — Change — Personnel Office ID 881 - FEGLI Change
CPO — Change — Position Occupied 882 - Change in SCD
CPR — Change — Pay Rate Determinate 883 - Change in Vet Preference for RIF
CSA — Change in Sub-Agency 888 - Denial of WGI
CSO — Change in Sub-Agency & Org Name 904 — Change Fund Type/B&R Code
CSV — Change in Supervisor 927 — Change in Sub-Agency
CTL — Change in Title 928 - Change in Sub-Agency & Org Name
DTY — Change in Duty Station 929 - Change in Organization Name
DWI — Denial of Within Grade Increase 933 - Change in Title
EMP - At Employees Request 940 - Standby Premium Pay
EXC — Exception to RIF Release 941 - Non-Foreign COLA
FEG — FEGLI Change 942 — Post Allowance
FLB - Elected Full Living Benefits 943 — Foreign Post Differential
FTI - From FT to Intermittent 944 — Home Leave Authorization
FUL — From Part-Time to Full-Time 945 — Physician’s Comparability
HRS - Change in Hours 966 - Change/Correct Non-SF-50 Element
IFT — From Intermittent to FT
IPT — From Intermittent to PT
NMC — Name Change
NSF — Change/Correct Non-SF-50 Element
NTE - Continuance NTE
OTH - Other
PAR — From Full-Time to Part-Time
PLB — Elected Partial Living Benefit
PTI — From PT to Intermittent
RET - Change in Retirement Plan
SCD - Change in SCD
STC - Status Change
TEN - Change in Tenure Group
VET - Change in Veterans Preference
EXT Extension of NTE Date CON - Conversion to Appt NTE 515 - Conversion to Appt NTE

EAN - Extension of Appt NTE

EEA - Conversion to Exc Appt NTE
EFN - Extension of Furlough NTE
ELP - Extension of LWOP NTE

571 - Conv to Excepted Appt NTE

760 - Extension of Appt NTE

762 - Extension of SES Limited Appt NTE
765 — Ext of Term Appt NTE

09/05/03
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Action  Action Description
Code

Action/Reason Code

Nature of Action/Codes

EPC - Extension of Position Change NTE
EPN - Extension of Promotion NTE

ESE - Extension of SES Limited Appt NTE

ETA - Ext of Term Appt NTE
EXT - Extension of NTE Date
SLG - Assignment to State/Local Gov.

769 - Extension of Prom NTE

770 - Extension of Position Change NTE
772 - Extension of Furlough NTE

773 - Extension of LWOP NTE

PLA Paid Leave of Absence PDR - Pending Disability Retirement 480 — Sabbatical NTE
PTD — Partial/Total Disability
SEA — Seasonal
POS Position Change CAO - Position Change — CAO 500 - Conversion to Career Appt
COC — Change in Occupational Code 721 - Reassignment
CON - Change in Org Name 740- Position Change
CSA — Change in Sub-Agency 790 - Realignment
CSO — Change Sub-Agency & Org Name 933 — Change in Title
CSV — Change in supervisor
EMP — Employee Request
FPP - Failed Probationary Period
ILR - In Lieu of RIF
INA - Position Inactivated
JRC - Job Re-Classification
NCS - Issuance of New Class Standard
NEW - New Position
OTH - Other
PRO — Promotion
REA — Realignment
RED — Reorganization
REL — Realignment — CAO
RIF - Resulting from RIF
RSG — Reassignment
STA - Position Status Change
TTL — Title Change
UPD - Position Data Update
XFR — Transfer
REC Return from RTD - Return to Duty 292 - Return to Duty
Suspension/Furlough
RFL Return from LWOP RFL - Return from LWOP 280 - Placement in Pay Status
292 - Return to Duty
293 - Return to Pay Status
STO Short Term Disability STD - Short Term Disability 460 - LWOP NTE
SUS Suspension DAC - Disciplinary Action 450 - Suspension NTE
DSB - Disorderly Behavior 452 - Suspension - Indefinite
ILA - Illegal Action
IND - Suspension — Indefinite
NTE - Suspension NTE
XFR Reassignment/Conversion CAO - Conv to Appointment - CAO 500 - Conv to Career Appt
CRM - Competitive Reassignment 501 - Conv to Career-Cond Appt
CTA - Conv to Appointment 507 - Conv to Emergency Appt
EER - Employee Request 508 - Conv to Term Appt NTE
EXC - Exception to Competition 512 - Conv to Term Appt — PER
FPP - Failed Managerial/Supervisory Period 515 - Conv to Appt NTE
ILR - In Lieu of RIF 520 - Conv to O/S Ltd Appt
MRR - Manager Request 522 - Conv to O/S Ltd Appt NTE
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MSP - MSPB Decision

NCS - Issuance of New Classification Standards

OMB - Resulting from OMB Circular A-76
PRO — Promotion

PSC - Position Change — CAO

PSN - Position Change

RCA — Reassignment — CAO

RCL - Resulting from Reclassification
REA — Realignment

RIF — RIF

RLC — Realignment — CAO

ROR - Reorganization

ROT — Reassignment (Other)

RPL - Resulting from RPL, CTAP, ICTAP
SES - Senior Executive Service Appt
VRA - VRA Appointment

524 - Conv to Appt-Status Quo
540 - Conv to Reins-Career

541 - Conv to Reins-Career-Cond
542 - Conv to SES Career Appt
543 - Conv to Reins-SES Career
546 - Conv to SES Noncareer Appt
548 - Conv to SES Ltd Term Appt
549 - Conv to SES Ltd Emergency
570 - Conv to Exc Appt

571 - Conv to Exc Appt NTE

590 - Conv to Provisional Appt NTE
721 — Reassignment

740 - Position Change

741 - Position Change NTE

790 — Realignment
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5.2 Reassignment Across Sub-Agencies

Movement of an employee across Sub-Agencies is defined as any personnel action taken to move an employee
from the field to Headquarters, from Headquarters to the field, or from one field office to another field
office. Movement of an employee between program offices at Headquarters is not covered by this procedure since
users at Headquarters have access to employees for all Sub-Agencies serviced at Headquarters. Movement across
Sub-Agencies can involve any number of personnel action types from a simple reassignment to the promotion of a
grade 15 to an SES position. The key to whether this procedure must be utilized is whether the employee will be
serviced by a different Servicing Personnel Office.

The following steps must be completed when an employee is selected for a position in a different DOE sub-agency:
The gaining sub-agency will:

e Contact the losing sub-agency to establish the effective date of the transfer.

o Establish a new position or activate an existing position in CHRIS ensuring that the effective date of the
position is on or before the effective date of the employee’s transfer to the new sub-agency.

e  Complete the Request for Initiation of Sub-agency Transfer and fax to the HR POC of the losing sub-agency
for concurrence. This concurrence can be obtained through e-mail messages as long as all required data fields
listed on the form are included in the e-mail and the e-mail request is sent to CHRISFunctional@netl.doe.gov
through the losing HR POC. There must be clear evidence in the e-mail received by the CHRIS Functional
staff that the losing sub-agency concurs in the transfer.

e Verify all data entered by the CHRIS Functional staff, make changes as appropriate and finalize the action for
the transfer by changing the PAR Status to “PRO.”

e  Print and distribute SF-50’s and request the Official Personnel Folder from the losing HR Office.

The losing sub-agency will:

e Coordinate the effective date of the transfer with the losing supervisor and provide this date to the gaining sub-
agency.

e Process all actions for the employee that will be effective prior to the date of transfer to the new sub-agency.

e Concur in the employee’s release to the new sub-agency and forward this concurrence to the CHRIS Functional
staff by signing the Request for Initiation of Sub-agency Transfer or through e-mail to
CHRISFunctional@netl.doe.gov.

The CHRIS Functional staff will:

e Verify that all required information has been provided by the gaining sub-agency and that proper concurrence
for the transfer has been obtained from the losing sub-agency.

e  Enter the transfer action in CHRIS in PAR Status “REQ” following receipt of the Request for Initiation of Sub-
Agency Transfer or e-mail.

e Advise the gaining sub-agency that the transfer action has been initiated in CHRIS and that it is ready to be
finalized by their staff.
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REQUEST FOR INITIATION OF SUB-AGENCY TRANSFER
(To be completed by gaining Sub-agency)

To CHRIS Functional Hotline:
Fax (304) 285-0902

The employee shown below has been selected for a position in the new DOE sub-agency referenced below. Please
initiate the sub-agency transfer action in CHRIS and advise the gaining HR Office when the action has been entered
in “REQ” PAR Status.

Data Field Enter Employee & Position Information
Referenced in First Column

Employee’s Name

Employee’s NID (SSN)

EMPLID (If available)

Gaining Sub-agency

Losing Sub-agency

Effective Date

NTE Date (If any)

Action Code* (e.g., DEM, POS, or XFR, etc.)
Reason Code* (e.g., CMP, PRO, or REA, etc.)
NOA Code* (e.g., 713, 721, 702, etc.)
Authority 1

Authority 2 (If required)

New Position Number

New Official Position Title

New Pay Plan

New Occupational Series

New Grade

New Step

New Base Pay (If Pay Plan is EJ, EK, EN, SL, or ST)
New Competitive Area**

New Account Code (Appropriations Code)

Action concurred by:

HRPOC/Personnel Specialist (Gaining Sub-agency): (After signing, fax to losing Sub-agency)

Signature Date

HRPOC/Personnel Specialist (Losing Sub-agency): (After signing, fax to CHRIS Functional Hotline, (304) 285-0902)

Signature Date
* See Chapter 14 of the CHRIS Users’ Manual for lists of Action, Reason, and NOA Codes.

** See Chapter 14 of the CHRIS Users” Manual for a list of Competitive Areas. Use the Competitive Area Request
Form in Chapter 3 of the CHRIS Users’ Manual to request a new Competitive Area.
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5.3 Reassignment Between DOE PeopleSoft Systems

NOTE: If employee is transferring to BPA or FERC an Administrative Separation must be
processed to terminate status in CHRIS.

The following Actions, Reason Codes, Nature of Actions, and NOA Codes will be used to process hires and
separations of DOE employees moving between different DOE PeopleSoft systems (e.g., BPA HRMIS to DOE
CHRIS, DOE CHRIS to BPA HRMIS, or, FERC MAPS to DOE CHRIS or DOE CHRIS to FERC MAPS):

Action | Action Action/Reason Code Nature of Action/Codes
Description
HIR Hire ZCV - Conversion to Appt-CAO 500 - Conv to Career Appt

501 - Conv to Career-Cond Appt

507 - Conv to Emergency Appt

508 - Conv to Term Appt NTE

512 - Conv to Term Appt - PER

515 - Conv to Appt NTE

540 - Conv to Reins - Career

541 - Conv to Reins - Career-Cond

542 - Conv to SES Career Appt

543 - Conv to Reins - SES Career

546 - Conv to SES Noncareer Appt

548 - Conv to SES Ltd Term Appt NTE
549 - Conv to SES Ltd Emergency Appt
NTE

570 - Conv to Exc Appt

571 - Conv to Exc Appt NTE

590 - Conv to Provisional Appt NTE
ZPR — Promotion-CAO 702 - Promotion

703 - Promotion NTE

ZCL — Change to Lower Grade-CAO | 713 - Change to Lower Grade

ZRS — Reassignment-CAO 721 - Reassignment
ZPS — Position Change-CAO 740 - Position Change
741 - Position Change NTE
TER Termination ZCV — Conversion to Appt-CAO 500 - Conv to Career Appt

501 - Conv to Career-Cond Appt

507 - Conv to Emergency Appt

508 - Conv to Term Appt NTE

512 - Conv to Term Appt - PER

515 - Conv to Appt NTE

540 - Conv to Reins - Career

541 - Conv to Reins - Career-Cond

542 - Conv to SES Career Appt

543 - Conv to Reins - SES Career

546 - Conv to SES Noncareer Appt

548 - Conv to SES Ltd Term Appt NTE
549 - Conv to SES Ltd Emergency Appt
NTE

570 - Conv to Exc Appt

571 - Conv to Exc Appt NTE
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590 - Conv to Provisional Appt NTE
ZPR — Promotion-CAO 702 - Promotion

703 - Promotion NTE

ZCL — Change to Lower Grade-CAO | 713 - Change to Lower Grade

ZRS — Reassignment-CAO 721 - Reassignment

ZPS — Position Change-CAO 740 - Position Change

741 - Position Change NTE

DO NOT USE THE ABOVE REASON CODES TO PROCESS ACTIONS FOR EMPLOYEES MOVING
BETWEEN SUB-AGENCIES WITHIN DOE AS THESE EMPLOYEES ARE ALREADY IN CHRIS.

Follow the Hire or Separation processing procedure in your CHRIS Users’ Manual. A generic agency of “XX” has
been set up in the Agency Table for “Bonneville Power Administration.” Enter “XX” as the “Transferred From
Agency” or the “Transferred To Agency” on the Job Page to print “Bonneville Power Administration” on the
“From” or “To” side of the SF-50. Use “H5” for “Federal Energy Regulatory Commission.”

A pop-up screen will display once XX or H5 is entered in the “Transfer From Agency” field on the Job page. The
user must enter relevant information on the pop-up screen. This will print in Blocks 7-14 on the SF-50.
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5.4

Reassignment

Step 1 Create or Modify Position.

A. 1If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”

B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action.

Administer Workforce > Administer Workforce (USF) > Use > Request Action

C1Data Control

1. Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

NNk

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < and > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1Job

09/05/03

Delete the Position.

. Tab - this will remove prior position information.

3. Enter the Position. (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)

4. Tab - this will refresh with new position information.

N —
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[C1Compensation
1. Review/Change Pay Rate Determinant.
2. Enter Step.
3. Ifemployee is on retained grade or pay, enter applicable information.

| Other Pay Information |

1. Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may
be required to enter the Pay Period Amount. If more than one earnings code is required, insert a row
(+) in the Earnings Code field.

| Accounting Info |
1. Review/Change Appropriation Code in the Account field in the first account field not in the Account
Code inside the box.

IiIEmployment 1
Enter LEO SCD if applicable.
2. The Pay Chg Dt will autopopulate with the effective date of the action, if there is an increase/decrease
in Base Pay or unless the Base Pay and Locality/LEO Adjustment does not equal the corresponding
fields on the prior non-canceled row within the record.

IiIEmployment 2
Enter appropriate Probation Dates: Probation Date, SES Probation, Supv/Manager Probation.
These dates should be completion dates of probation periods. Enter date completed if probationary
period has already been served. Leave blank if not subject to a probationary period.
2. Review/Change/Enter Retained Grade Expires dates as appropriate.
3. Review/Change Permanent Data - RIF. Autopopulates from the Position Data Record. If revising
old position, review and change these fields on the Position Data Record.

| Security Info |
1. Review/Change Security Clearance, Status, and Status Dt.
2. Indicate if a Financial Disclosure is required.

[CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. TIfyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:
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Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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5.5 Realignment
Step 1 Modify Position.
A. 1If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”

Step 2 Process Personnel Action.

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1Job

09/05/03

Delete the Position.

. Tab - this will remove prior position information.

3. Enter the Position. (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)

4. Tab - this will refresh with new position information.

5. Verify the new Department and Location.

N —
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[C1Compensation
1. Review/Change Pay Rate Determinant.
2. Enter Step.
3. Ifemployee is on retained grade or pay, enter applicable information.

| Other Pay Information |

1. Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may
be required to enter the Pay Period Amount. If more than one earnings code is required, insert a row
(+) in the Earnings Code field.

| Accounting Info |
1. Review/Change Appropriation Code in the Account field in the first account field, not in the Account
Code field inside the box.

[JEmployment 1
1. The Pay Chg Dt will autopopulate with the effective date of the action, if there is an increase/decrease
in Base Pay or unless the Base Pay and Locality/LEO Adjustment does not equal the corresponding
fields on the prior non-canceled row within the record.

[JEmployment 2
1. Review/Change Permanent Data RIF, if applicable. Leave blank for pay plans for EX, ES, EF, ED
and EI.

[JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

Click on Correct History.

1.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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5.6 Change in Title

Step 1 Modify Position

Develop Workforce > Manage Positions (USF) > Use > Position Data

[C1Description
1. Select Position.
2. Insert a Row (+).
3. Effective Date and Status Date should be on or before the effective date of the action.
4. Select Reason.

(C1Job Information

1. Review/Change the Job Code (Click on the magnifying glass to search for variables - You must search by
Sub-Agency. Pay Plan, Sal Plan, and Grade will default from the Job Code. When processing retained
grade actions, the Job code should reflect the position to which the employee is being assigned — not the
position they came from in the retained grade It will then be necessary to review all of the job code fields
before saving the position record to determine if the job code fits the position being created.

| US Federal Flag |
1. Review/Change the Organizational Position Title (Click on the magnifying glass to search).
2. Save.

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
| PAR Remarks |

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.
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| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1. Delete the Position.

2. Tab - this will remove prior position information.

3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)

4. Tab - this will refresh with new position information.

[C1Compensation
1. Enter Step.

[CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.7

Change in Retirement Plan

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows bar to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1Job

| FEGLI/Retirement/FICA |

1. Change Retirement Plan.

2. Change FERS Coverage.

3. Change Previous Retirement Coverage.

4. Review/Change Annuitant Indicator.

5. Enter Annuity Commencement Date, if applicable.

6. Enter CSRS Frozen Service data if applicable.
[JEmployment 1

09/05/03

1. Enter the TSP if blank. This date should not be prior to 1/1/84. This field is mandatory for FERS
employees. Leave blank for CSRS employees.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

Click on Correct History

Select Employee.

Make necessary corrections, delete row (-) or change PAR Status to PRO.
Save.

AW N =
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5.8 Change in Tenure

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Position Data
1. Change Type Appt if necessary. Other data is grayed-out and defaults from position information.

[JEmployment 1

1. Career Conv Date autopopulates with effective date of action.

[(JEmployment 2
1. Change Tenure.
NOTE: Make sure the proper relationship exists between NOA Code, Type Appt, Posn Occupied,
and Tenure (Position Data page).
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History
2. Select Employee.
3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
1 - Competitive | 2 15 Change in Tenure
2 - Excepted 2 30,32,34,38 IS NOT - Change in Tenure
ISM, WTM, WUM
2 - Excepted 2 30, 38 IS - Conversion to Competitive
J8M, WTM, WUM Service
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5.9 Change in Veterans Preference for RIF

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows bar to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Personal Data

| Veterans Info |

NOTE: Refer to Guide to Processing Personnel Actions (Chapters 4 and 7) for a detailed explanation.

1. Enter applicable information. Veterans Preference (1, 2, 3, 4, 5 or 6) and Veterans Pref RIF (Y/N).
= If Veterans Preference is changed to code 2, 3, 4, 5, or 6, Veterans Pref RIF should equal Yes.
= If Pay Plan is ES or EX, Veterans Pref RIF must equal No.
= If Type Appt is 34 or 44, (Sch C), Veterans Pref RIF must equal No.
= If Nature of Action is /XX, then Veterans Status may not be “N.”
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[JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.10 Change Fund Type/B&R Code

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[ 1Data Control

Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.
Select Action.

Select Reason Code.

Enter the NOA Code.

O L L =

| PAR Remarks |

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[CJCompensation
| Accounting Info I
1. Enter Appropriation Code in the Account field.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.11 Change in Hours

Step 1 Modify Position
Develop Workforce > Manage Positions (USF) > Use > Position Data

[C1Description
1. Select Position.
2. Insert a Row (+).
3. Effective Date and Status Date should be on or before the effective date of the action.
4. Select Reason.

[1Job Information
1. Change Standard Hours/Weekly. The Standard Work Days will default based on the Standard
Hours, do not change.
2. Save.

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

C1Data Control

1. Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

Nk

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.
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| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[1Job
1. Delete the Position.
. Tab - this will remove prior position information.
3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data).
4. Tab - this will refresh with new position information.

[JPosition
1. Verify Standard Hours.

[(JCompensation
1. Enter Step.

[JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.12 Change in Work Schedule

Step 1 Modify Position

Develop Workforce > Manage Positions (USF) > Use > Position Data

[C1Description
1. Select the Position.
2. Insert a Row (+).
3. Effective Date and Status Date should be on or before the effective date of the action.
4. Select Reason.

[1Job Information
1. Review/Change Standard Hours/Weekly. The Standard Work Days will default based on the
Standard Hours, do not change.

| Federal Data |

1. Change Work Schedule. Once entered the appropriate schedule will default the Full/Part-Time field
on the Job Information page.

[(JReturn to Description

1. Save.

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[IData Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.
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| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1. Delete the Position.

2. Tab - this will remove prior position information.

3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data).

4. Tab - this will refresh with new position information.

[ IPosition
1. Verify Work Schedule and Standard Hours.

[C1Compensation
1. Enter Step.

[JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.13 Change in Duty Station

Step 1 Modify Position

Develop Workforce > Manage Positions (USF) > Use > Position Data

[C1Description
1. Select the Position.
2. Insert a Row (+).
3. Effective Date and Status Date should be on or before the effective date of the action.
4. Select Reason.

US Federal
1. Review Competitive Area, change if necessary.
2. Review Competitive Level, change if necessary.

C1Work Location

1. Enter Location Code and tab (Click on the magnifying glass to search).

[(JReturn to Description

1. Save.

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

09/05/03 5.13-1



CHRIS HR Users' Manual

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1. Delete the Position.
. Tab - this will remove prior position information.
3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)
4. Tab - this will refresh with new position information.

[C1Compensation
1. Enter Step.

[JEmployment 2
1. Review/Change Permanent Data RIF - Competitive Area and Competitive Level. Note: Should
be the same as Position Data Record, unless employee is on a temporary promotion.
2. Pay Change Date will autopopulate with effective date of action if there is a positive or negative
affect on Base Pay.

CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.14 Name Change

NOTE: This procedure should not be used to correct an action that was
processed with an error in the name fields.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Personal Data

1. Type new name over old name.
2. If personal phone numbers need to be updated, refer to the section entitled “Correcting Personal Phone
Numbers” under “Basic Operations/Functions.”
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[(JReturn to Data Control
1. Save.
2. Print SF-52 and review for accuracy.
3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to

PRO and Save.
4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History with the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once action is saved, the new name will not appear until you cancel out of the action and select the
employee from the database with the new name.
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5.15 Change in Service Computation Date

THIS PROCEDURE ONLY APPLIES TO THE SCD THAT APPEARS IN BLOCK 31 OF
THE SF-50. IF YOU ARE CHANGING ANY OTHER SCD, PROCESS A “966”
ACTION.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code ficld or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[JEmployment 1
1. Change the Leave date and other Service Computation Dates as appropriate. See information on
“Using the SCD Calculator” under “Basic Operations/Functions.”
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.16 FEGLI Change

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1Job

| FEGLI/Retirement/FICA |
1.  Enter FEGLI Code.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.17 Suspension NTE or Suspension Indefinite

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control

1. Select Employee.

2. Insert a row (+).

Enter the Actual Effective Date and Not to Exceed Date if appropriate. PAR Status defaults to
REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

[98)

N ks

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[JEmployment 2

| Non Pay Data |
1. Enter Last Date Worked.

09/05/03 5.17-1



CHRIS HR Users' Manual

[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

09/05/03 5.17-2



CHRIS HR Users' Manual

5.18 Leave Without Pay

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date and Not to Exceed Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
a) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[(JEmployment 2

| Non Pay Data |
1. Enter Last Day Worked.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.19

Extension of Leave Without Pay

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[IData Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date and Not to Exceed Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

09/05/03

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.20 Return to Duty

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[JEmployment 1
1. Review the Service Computation Dates and change if necessary.
2. If LWORP is in excess of allowable amount, enter recalculated Leave date.
3. Adjust WGI Due Dt if LWOP affected the waiting period. To adjust click on the Manual button in
the Override Box and make a change to the WGI Due Dt. DO NOT deselect the Manual button.

[JEmployment 2

| Non Pay Data |

1. If applicable enter Non Pay Hours for SCD, Probation, or Tenure (optional use).

2. The Last Day Worked date that was entered on the LWOP action will clear once the RTD action is
saved.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.21 Conversion/Conversion NTE

Step 1 Create or Modify Position
A. If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”
B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1Data Control

1. Select Employee.

2. Insert a row (+).

Enter the Actual Effective Date and Not to Exceed Date if appropriate. PAR Status defaults to
REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

W

NSk

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

09/05/03 5.21-1



CHRIS HR Users' Manual

[1Job
1. Delete the Position.
. Tab - this will remove prior position information.
3. Enter the Position. (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)
4. Tab - this will refresh with new position information.
| Benefits/ FEHB Data |
1. Review/Change the Benefit Program.
2. Review/Change FEHB Eligibility. NOTE: This field is a required field for new appointments and

must also be changed if conversion action is from a temporary to permanent position.

| FEGLI/Retirement/FICA |

1. Review/Change FEGLI Code.
2. Review/Change Retirement Plan.
3. Review/Change FERS Coverage.
4. Review/Change Previous Retirement Coverage.
5. Review/Change Annuitant Indicator.
6. Enter Annuity Commencement Date, if applicable.
7. Enter CSRS Frozen Service data if applicable.
[(1Position Data
1. Review/Change Type Appt; other data is grayed out and defaults from position information.
NOTE: See Relationship Edits Between NOA Code, Type Appt, Posn Occupied, and Tenure that
follows the Hire procedure.
[C1Compensation
1. Review/Change Pay Rate Determinant.
2. Enter Step. The Step Entry Date and Grade Entry Date defaults to reflect the effective date of the
action. These dates represent entry dates in CHRIS and they are not editable.
3. Ifemployee is on retained grade or pay, enter applicable information.
4. Enter Annuity Offset Amount if necessary. (This amount should be monthly amount).
| Other Pay Information |
1. Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may

09/05/03

be required to enter the Pay Period Amount. If more than one earnings code is required, insert a row
(+) in the Earnings Code field.

| Accounting Info |

1.

Review/Change Appropriation Code in the Account field.
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EEmployment 1

The Pay Chg Dt will autopopulate with the effective date of the action unless the Base Pay and
Locality/LEO Adjustment does not equal the corresponding fields on the prior non-canceled row.

2. Before processing a Conversion action, determine if this action results in an equivalent increase for the
employee. Since all Conversion actions do not result in an equivalent increase, the Last Equivalent
Increase (LEI) date does not automatically default to the effective date of a Conversion action.
Manually change the LEI Date. Once the LEI Date is changed, the WGI Due date will automatically
populate.

In some cases, the LEI date will be correct, the WGI Due date will be blank, and the WGI Status will
be set to N/A. (This will occur if the employee’s previous appointment did not allow WGIs.) If so,
delete the LEI date, tab out of the field, and re-enter the LEI date. Verify that the WGI Due date
calculated correctly.

| Appointment Data |

1. Nature of Action Code and Curr Appt Authorities will update with new appointment information
when action is saved in an PRO PAR Status.

2. Enter Special Employment Pgm if applicable.

EEmployment 2
Enter appropriate Probation Dates: Probation Date, SES Probation, Supv/Manager Probation.
These dates should be completion dates of probation periods. Enter date completed if probationary
period has already been served. Leave blank if not subject to a probationary period.
2. Review/Change Last Promo Date.
Enter Retained Grade Expires dates if applicable.
4. Review/Change Permanent RIF - Data. Note: Should be the same as Position Data Record unless
employee is on a temporary promotion. Leave blank for pay plans EX, ES, EF, ED and EI.
5. Review/Change Tenure Group. Note: Make sure the proper relationship exists between NOA Code,
Type Appt, Posn Occupied, and Tenure (Position Data page).

W

| Security Info |
1. Review/Change Security Clearance, Status, and Status Dt.
2. Indicate if a Financial Disclosure is required.

CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.
2. Select Employee.
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3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

EMPLOYEE REVIEW INFORMATION: Additional Performance Requirements for an Employee Who
Moves into an ES position: When an employee moves into an ES position from a different Pay Plan such as GS,
GM, SL, ST, EJ or EK) three new performance records may be required in CHRIS if the employee receives a rating
for their prior position following the effective date of their conversion. A new record will be needed for each of the
following:

Record 1:

A new record for the conversion action to change the employee’s Rating Pattern and Rating Level. In the above
example the Review Date is the effective date of the conversion, the Rating Pattern is “F” and the Rating Scale is
“X=Not rated.” If Review From and To Dates carry forward from prior performance record, delete these dates on
this new record. This record must be added when the conversion action is changed to PRO using the following
path: Administer Workforce > Manage Performance (USF) > Use > Review Rating.

Record 2:
A new record to add the performance appraisal given to the employee for the prior position occupied.

Record 3:

A new record to change the Rating Pattern back to “F” and Rating Level back to “X=Not Rated” (if the effective
date for Record 2 above is later than the conversion to the SES position). The Review Date for this record will be
the day following the Review Date for the performance appraisal for the prior position (Record 2 above).

It is necessary to add these additional performance records because OPM has added a CPDF edit to ensure that ES
employees have a valid Rating Pattern. The correct Rating Pattern for ES employees in DOE is “F.”

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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5.22

Position Change

Step 1 Create or Modify Position

A. If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”

B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

C1Data Control

Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Enter Not to Exceed Date if applicable.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code ficld or as part of the actual Authority Code text.

PN LD =

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1Job

09/05/03

Delete the Position.

. Tab - this will remove prior position information.

3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data.)

4. Tab - this will refresh with new position information.

N —
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[ 1Position Data

1. Enter Type Appt; other data is grayed out and defaults from position information.

[C1Compensation
1. Review/Change Pay Rate Determinant.
2. Enter Step. The Step Entry Date and Grade Entry Date defaults to reflect the effective date of the
action if different from previous row.
3. If employee is on retained grade or pay, enter applicable information.

| Other Pay Information |

1. Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may be required to
enter the Pay Period Amount. If more than one earnings code is required, insert a row in the
Earnings Code field.

| Accounting Info |
1. Enter Appropriation Code in the Account field.

[JEmployment 1
1. The Pay Chg Dt will autopopulate with the effective date of the action unless the Base Pay and
Locality/LEO Adjustment does not equal the corresponding fields on the prior non-canceled row.
2. Review/Change LEI Date.

[JEmployment 2

1. Enter appropriate Probation Dates: Probation Date, SES Probation, Supv/Manager Probation.
These dates should be completion dates of probation periods. Enter date completed if probationary
period has already been served. Leave blank if not subject to a probationary period.

2. Enter Retained Grade Expires dates as appropriate.

3. Review/Change Permanent Data RIF. Note: Should be same as the Position Data Record unless the
employee is on a temporary promotion. Leave blank for pay plans EX, ES, EF, ED and EI.

4. Review/Change Last Promotion Date, if a positive change in grade.

| Security Info |
1. Review/Change Security Clearance, Status, and Status Dt.
2. Indicate if a Financial Disclosure is required.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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5.23 Non SF-50 Change/Correction -NOA Code - 966

Important:

Note:

This action is only used for changing/correcting data elements that DO NOT
appear on a SF-50. All data elements that appear on the SF-50 will be grayed out
when this NOA Code is selected. Verify whether this change/correction will
effect the SF-50; if so, a NOA Code “002” correction will need to be processed.
If data you are changing/correcting effects the position, you must first make the
appropriate change/correction on the position data by inserting a new row.

DO NOT CHANGE THE LEI DATE WHEN PROCESSING A 966
ACTION TO PROJECT THE WGI DUE DATE DUE TO EXCESS LWOP.
The LEI Date should reflect the last equivalent increase that the employee
received (last WGI, last promotion). Generally, you would only manually change
the LEI date when someone is changed to lower grade after serving a temporary
promotion (to reflect the date of the last equivalent increase employee received
while in their permanent position); when someone is converted from a pay plan
that didn’t have a WGI waiting period; when making a temporary promotion
permanent; or when gaining employees from other agencies when the LEI may
need changed from the hire date to the employee’s actual LEI that had been
earned while in the previous agency (last WGI, last promotion).

If the action you are entering is an intervening action, you must be in correction
mode to insert remarks or change tracking data.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[ 1Data Control

6/2004

A N e

Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.
Select Action — Data Change.

Select Reason Code.

Enter the NOA Code- 966.

| PAR Remarks |

1.

Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

2. Remarks MUST be entered indicating the changes made to the record.

| Tracking Data |

1.

Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):

a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
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¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

Review each page and make necessary change/changes. If changing/correcting an SCD, refer to “Using SCD
Calculator” under “Basic Operations/Functions.”

[C1Return to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. TIfyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.24 SF-113 Ceiling Flag

Federal agencies are required to report staffing and salary data to the Office of Personnel Management (OPM) each
month. Currently, the SF-113A (Monthly Report of Federal Civilian Employment - staffing data) is being generated
from CHRIS with some data adjustments made outside of CHRIS before the report is sent to OPM. The SF-113G
(Monthly Report of Full-time Equivalent/Work-Year Civilian Employment --salary data) is being reported from
PAYS.

CHRIS users have probably noticed the SF113G Ceiling check box on the Position Data page in the HR Processing
menu. The check box currently turns on automatically as new actions are processed. However, there are some
situations when the check box needs to be turned off (e.g., hires and other actions processed for employees under
the Student Career Experience Program). CHRIS has been programmed to turn off the ceiling flag when actions are
processed and the following conditions apply:

1. Participants in the Student Educational Employment Program, identified by current appointment authority
codes YBM, YGM, Y3M, Y1IM, Y2M, Y1K, Y2K, Y3K, Y4K and Y5K. (These were formerly Summer Aids
and participants in The Stay-in-School Program, The Federal Junior Fellowship Program, and the Cooperative
Education Program [Co-op] Program). The flag will be turned off based solely on the Current Appointment
Authority from the Employment 1 page, Appt Data subpage; however, users should always update the Special
Employment Pgm, as appropriate, when processing actions. These authorities relate to Special Employment
Programs 54 and 62.

2. Persons appointed under the Worker Trainee Temporary Appointment Pending Establishment of a Register
(TAPER) authorization under appointment MBM (e.g., Welfare to Work, Special Employment Program 10).
The ceiling flag will be turned off if Current Appointment Authority equals MBM.

3. Persons appointed in the Worker-Trainee Program who are in developmental jobs (for 12-month period from
date of appointment) who were appointed under the Veterans Readjustment Appointment (VRA). This will be
based on a new Special Employment Program -- 58 VRA/Worker-Trainee.

4. Persons appointed to a special ceiling exempt position as indicated by Special Employment Program ID--11
Special Exemption to Ceiling.

5. Persons appointed to a summer position, Special Employment Program ID--56 Sum Prog Reg 316.402(a).

6. Employees on leave without pay, furlough, or suspension whose absence actually exceeds or is scheduled to
exceed 30 calendar days. The ceiling flag will also be turned on automatically when these employees return to
duty.

7. Employees serving in Pay Plans ED, EF and ZZ (Without Compensation).

When the above conditions no longer apply, the ceiling flag will be turned on automatically when a personnel action
is processed which moves an employee out of an exempt category. However, in some cases, a NOA Code 966
Change/Correct Non-SF-50 will need to be processed to turn on the ceiling flag. These include:

= Employees who are in developmental jobs who complete more than one year under a Worker-
Trainee Program (See conditions 2 and 3 above). A new public tickler query “Tick Worker-
Trainee Appts” has been provided to remind users to process NOA Code 966 to turn on the
ceiling flag in these cases. This query should be run each pay period using the first day of the
next pay period for the As of Date. The report will include all employees who will complete a
year under the Worker-Trainee Program up to the As of Date if the ceiling flag is off.
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In rare situations, CHRIS users will need to turn off the SF-113G ceiling flag because CHRIS will not contain
sufficient logic to make the determination automatically. To do this, the user will process a NOA Code 966
Change/Correct Non-SF-50 data and turn off the SF-113G Ceiling flag on the Position Data page in HR Processing
for the following situations:

1. The employee is on leave with pay pending separation by disability retirement and meets both of the
following criteria:

a)

b)

The employee’s application for disability retirement has been approved by the Office of
Personnel Management; and

The employee’s use of sick leave after the approval date actually exceeds, or is scheduled to
exceed, 30 calendar days.

2. The employee is on leave with pay pending separation by optional retirement and meets all five of the
following criteria:

a)
b)

<)
d)

e)

The employee has to retire because of ill health; and

The employee is on sick leave and the employing agency has received a licensed physician’s
certificate covering the entire period for which the employee has requested sick leave; and
The employee meets age and service requirements for optional retirement; and

A Standard Form (SF) 2801, “Application for Immediate Retirement” package has been
submitted for retirement to become effective when the employee’s sick leave expires; and
The employee’s use of sick leave after the approval date exceeds, or is scheduled to exceed,
30 calendar days.

3. The employee received an on-the-job injury or illness and meets the following criteria:

a)
b)

Approval for worker’s compensation has been received from the Department of Labor; and
Use of sick leave after the approval date exceeds, or is scheduled to exceed, 30 calendar days.

Process a NOA Code 966 (in preceding section) Change/Correct Non-SF-50 data and turn off the SF-113G Ceiling
flag on the Position Data page in HR Processing.
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5.25 Denial of Within Grade Increase

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[JEmployment 1

1. WGI Status will automatically default to Denied.
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[C1Return to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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5.26 Termination of Grade Retention

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1Data Control

1. Select Employee.

2. Insert a row (+).

3. Enter the Actual Effective Date. This will be the day after the Grade Retention expires. PAR Status
defaults REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

NSk

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < and > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.

b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Compensation
1. Review/Change Pay Rate Determinant — Based on selection of the Pay Rate Determinant the
Retained Grade Expires fields will clear.
2. Enter Step if employee is on a pay table with steps.
3. If employee is entitled to pay retention, select the appropriate Pay Rate Determinant and enter the
base pay.
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[(JEmployment 2

1. The Retained Grade Begin and End Date fields will clear when the action is saved.

CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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6 Pay Change Actions
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6.1 CHRIS Action/Reason Code and Nature of Action
Crosswalk — Pay Change Actions

Action  Action Description Action/Reason Code Nature of Action/Codes
Code
ADL Concurrent Appointment CAR - Career Appointment 100 - Career Appt
CCA - Career-Conditional Appointment 101 - Career-Cond Appt
107 - Emergency Appt
120 - O/S Ltd Appt
130 - Transfer
132 - Mass Transfer
140 - Reins-Career
141 - Reins-Career-Cond
170 - Exc Appt
171 - Exc Appt NTE
198 - Interim Appt in Nonduty Status
199 - Interim Appt
ASC Intl Assignment ASC — Intl Assignment Completion 500 - Conv to Career Appt
Completion
ASG Intl Assignment FEX — Foreign Expatriate Assignment 520 - Conv to O/S Ltd Appt
FIN — Foreign Inpatriate Assignment
FLA — Foreign Loan Assignment
NAT — Third Country National
AWD Award - Monetary ENB — NNSA EN Empl Perf Bonus 817 - Student Loan Repayment

GNG — Group Gainsharing Award

GNS — Gainsharing Award

ING - Group Invention Award (Patent)

INV — Individual Invention Award (Patent)

NBG — Superior Accomplishments/Personal Effort Group

Cash Award - NBO-WAPA Only
NBO - Superior Accomplishment/Personal Effort
Individual Cash Award - NBO-WAPA Only

NBS - Superior Accomplishment/Personal Effort
Individual Cash Award - NBS-WAPA Only

NSG - Superior Accomplishment/Personal Effort
Group Cash Award - NBS-WAPA Only

OTG - On-The-Spot Group Award

OTS - On-The-Spot Individual Award

PAW - SES Performance Award

PCA - Performance Rating Cash Award

RNK — SES Rank Award

SCA - Superior Accomplishment/Personal Effort
Individual Cash Award

SCG - Superior Accomplishment/Personal Effort Group
Cash Award

SGG - Group Suggestion Award

SLR - Student Loan Repayment

SUG - Individual Suggestion Award

TGS - Group Time-Off Suggestion Award

TOP - Time-Off Performance Award

TOS - Individual Time-Off Suggestion Award

TSA - Time-Off Superior Accomplishment/Personal
Effort Individual Cash Award

TSG - Time-Off Superior Accomplishment/Personal
Effort Group Cash Award

TSI - Travel Savings Incentive

840 - Individual Cash Award

841 - Group Cash Award

842 - Individual Suggestion/Invention Award
843 - Group Suggestion/Invention Award
845 - Travel Savings Incentive

846 - Individual Time-Off Award

847 - Group Time-Off Award

878 - SES Rank Award

879 - SES Performance Award

3/2004

6.1-1




CHRIS HR Users' Manual

BON

Bonus

REC — Recruitment Bonus
REL — Relocation Bonus
SEP — Separation Incentive
RFB — Referral Bonus

815 - Recruitment Bonus
816 - Relocation Bonus
825 - Separation Incentive
848 — Referral Bonus

DEM

Change to Lower Grade

CAO - Change to Lower Grade - CAO
CMP — Competitive Selection

EMP - At Employee’s Request

FPP — Failed Probationary Period

ING - RIF - No Grade Retention

MIS — Misconduct

MSP — MSPB Decision

NCS — Issuance of New Class Standards
OMB - Resulting from OMB Circular A-76
ORG — Reorganization

OTH - Other

PLF — Placement in lieu of RIF

PSC — Position Change

RCL — Resulting from Reclassification
RFF - Resulting from RIF

RGR - RIF - Grade Retention

RPL — Resulting from RPL, CTAP, ICTAP
RTN — Change to Lower Grade

TTP — Termination of Temporary Promotion
USP — Unsatisfactory Performance

VRA — VRA Appointment

713 - Change to Lower grade
740 - Position Change
741 - Position Change NTE

DTA

Data Change

B&R - Change Fund Type/B&R Code
CAC — Change - Agency Code

CAI - Change — Annuitant Indicator
CBU - Change — Bargaining Unit
CCP - Change/Correct Position Number
CDE - Change in Data Element

CDP - Correction - Department

CFC - Change — FLSA Category

CJC — Correction - Job Code

COC - Change — Occup Code

CON — Change in Organization Name
CPI - Change — Personnel Office ID
CPO - Change — Position Occupied
CPR - Change — Pay Rate Determinate
CSA — Change in Sub-Agency

CSO - Change in Sub-Agency & Org Name
CSV — Change in Supervisor

CTL - Change in Title

DTY - Change in Duty Station

DWI - Denial of Within Grade Increase
EMP - At Employees Request

EXC - Exception to RIF Release

FEG - FEGLI Change

FLB - Elected Full Living Benefits
FTI - From FT to Intermittent

FUL - From Part-Time to Full-Time
HRS - Change in Hours

IFT — From Intermittent to FT

IPT — From Intermittent to PT

NMC - Name Change

NSF — Change/Correct Non-SF-50 Element
NTE - Continuance NTE

OTH - Other

PAR - From Full-Time to Part-Time
PLB - Elected Partial Living Benefits
PTI — From PT to Intermittent

RET - Change in Retirement Plan
SCD - Change in SCD

STC - Status Change

TEN - Change in Tenure Group

VET - Change in Veterans Preference

750 - Continuance NTE

755 - Exception to RIF Release

780 - Name Change From

781 - Change in Work Schedule

782 - Change in Hours

792 - Change in Duty Station

800 - Change in Data Element

803 - Change in Retirement Plan

805 - Elected Full Living Benefits

806 - Elected Partial Living Benefits
880 - Change in Tenure Group

881 - FEGLI Change

882 - Change in SCD

883 - Change in Vet Preference for RIF
888 - Denial of WGI

904 — Change Fund Type/B&R Code
927 — Change in Sub-Agency

928 - Change in Sub-Agency & Org Name
929 - Change in Organization Name
933 - Change in Title

940 — Standby Premium Pay

941 — Non-Foreign COLA

942 — Post Allowance

943 — Foreign Post Differential

944 — Home Leave Authorization

945 — Physician’s Comparability

946 - Danger Pay

966 - Change/Correct Non-SF-50 Element
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EXT Extension of NTE Date CON - Conversion to Appt NTE 515 - Conversion to Appt NTE
EAN - Extension of Appt NTE 571 - Conv to Excepted Appt NTE
EEA - Conversion to Exc Appt NTE 760 - Extension of Appt NTE
EFN - Extension of Furlough NTE 762 - Extension of SES Limited Appt NTE
ELP - Extension of LWOP NTE 765 — Ext of Term Appt NTE
EPC - Extension of Position Change NTE 769 - Extension of Prom NTE
EPN - Extension of Promotion NTE 770 - Extension of Position Change NTE
ESE - Extension of SES Limited Appt NTE 772 - Extension of Furlough NTE
ETA - Ext of Term Appt NTE 773 - Extension of LWOP NTE
EXT - Extension of NTE Date
SLG - Assignment to State/Local Gov.

HIR Hire ADM - Administrative Accession 100 - Career Appt
BRO - Brought into Competitive Service 101 - Career-Cond Appt
CMP - Competitive Appointment 107 - Emergency Appt
DEM - Change to Lower Grade 108 - Term Appt NTE
ECA - Expert/Consultant Appointment 112 - Term Appt - PER
EMG - Emergency Appointment 115 - Appt NTE
EXC - Excepted Service Appointment 120 - O/S Ltd Appt
EXO - Executive Order Appointment 122 - O/S Ltd Appt NTE
FNA - Foreign National Appointment 124 - Appt — Status Quo
IPA - Intergovernmental Personnel Act 130 — Transfer
LAT — Lateral 132 - Mass Transfer
MIL — Military 140 - Reins-Career
NPS - New Position 141 - Reins-Career-Cond
OVS - Overseas Limited Appointment 142 - SES Career Appt
PRO — Promotion 143 - Reins-SES Cond
RES - Reinstatement Appointment 145 - Transfer SES Career
RRR - Restoration/Reemployment Right 146 — SES Noncareer Appt
SCH - Schedule A, B, C, Appointment 147 — Transfer SES Noncareer
SES - Senior Executive Service Appt 148 - SES Ltd Term Appt NTE
STQ - Appointment Status Quo 149 - SES Ltd Emergency Appt NTE
TMP - Temporary Appointment 170 - Exc Appt
TRN — Trainee 171 - Exc Appt NTE
VOL - Volunteer Appointment 190 - Provisional Appt NTE
VRA - VRA Appointment 198 - Interim Appt in Nonduty Status
XFR - Transfer from Agency 199 - Interim Appt
ZCL - Change to Lower Grade - CAO 500 — Conv to Career Appt
ZCV — Conversion to — Appt - CAO 501 — Conv to Career — Cond Appt
ZPC — Position Change — CAO 507 — Conv to Emergency Appt
ZPR — Promotion — CAO 508 — Conv to Temp Appt NTE
ZRS — Reassignment — CAO 512 — Conv to Temp Appt-PER

515 — Conv to Appt NTE

540 — Conv to Reins-Career

541 — Conv to Reins-Career-Cond

542 — Conv to SES Career Appt

543 — Conv to Reins-SES Career

546 — Conv to SES Noncareer Appt

548 — Conv to SES Ltd Term Appt

549 — Conv to SES Ltd Emergency

570 — Conv to Exc Appt

571 — Conv to Exc Appt NTE

590 — Conv to Provisional Appt

702 — Promotion

703 — Promotion NTE

713 — Change to Lower Grade

721 — Reassignment

740 — Position Change

741 — Position Change NTE

997 — Administration Accession
LOA Leave Without Pay EDU — Education 430 - Placement in NonPay Status

FML - Family and Medical Leave Act
HEA - Health Reasons

MAT - Maternity/Paternity

MIL - Military Service

460 - LWOP NTE
473 - LWOP - US
480 - Sabbatical NTE

3/2004

6.1-3




CHRIS HR Users' Manual

OTH - Other

PTD - Partial/Total Disability

REL - Relocation

SAB - Sabbatical NTE

SEA — Seasonal

SLG - Assignment to State/Local Gov.
USH - Unpaid Statutory Holiday

LOF Furlough FUR - Furlough/Furlough NTE 471 — Furlough
RED - Staff Reduction 472 - Furlough NTE
SEA - Seasonal Closure
LTO Long Term Disability LTO - Long Term Disability 460 - LWOP NTE
PAY Pay Rate Change ADJ - Adjustment 810 - Change in Allowance/Differential
ALD - Change in Allowance/Differential 818 — AUO
AUO - Begin AUO 819 - Availability Pay
AUT — Terminate AUO 850 - MD/DDS Special Pay
AVP - Availability Pay 855 - Head Nurse Pay
COL - Cost-of-Living 866 - Termination of Grade Retention
GMW - GM WGI 867 - Interim WGI
MER - Merit 868 - Termination of Interim WGI
OTH - Other 891 - GM WGI
QSI - Quality Increase 892 - Quality Inc
SPG - Step Progression 893 — WGI
TGR - Termination of Grade Retention 894 - Pay Adj
WGI - Within Grade Increase 895 - Locality Payment
899 - Step Adjustment
PLA Paid Leave of Absence PDR - Pending Disability Retirement 480 — Sabbatical NTE
PTD - Partial/Total Disability
SEA — Seasonal
POS Position Change CAO - Position Change — CAO 500 - Conversion to Career Appt
COC - Change in Occupational Code 721 — Reassignment
CON — Change in Org Name 740- Position Change
CSA — Change in Sub-Agency 790 — Realignment
CSO — Change Sub-Agency & Org Name 933 — Change in Title
CSV — Change in supervisor
EMP - Employee Request
FPP — Failed Probationary Period
ILR — In Lieu of RIF
INA - Position Inactivated
JRC — Job Re-Classification
NCS - Issuance of New Class Standard
NEW - New Position
OTH - Other
PRO — Promotion
REA — Realignment
RED — Reorganization
REL — Realignment - CAO
RIF — Resulting from RIF
RSG — Reassignment
STA - Position Status Change
TTL — Title Change
UPD - Position Data Update
XFR — Transfer
PRO Promotion CAO - Promotion - CAO 500 - Conv to Career Appt
CMP - Competitive Promotion 501 - Conv to Career-Cond Appt
CNT - Conversion to Appointment NTE 507 - Conv to Emergency Appt
CNV - Conversion — CAO 508 - Conv to Term Appt NTE
CPT - Conversion to Appointment 512 - Conv to Term Appt - PER
ECM - Exception to Competition 515 - Conv to Appt NTE
ECR - Exception to Competition in Lieu of RIF 520 - Conv to O/S Ltd Appt
EXC - Promotion Excepted Service 522 - Conv to O/S Ltd Appt NTE
FAI — Failure to Receive Proper Consideration 524 - Conv to Appt - Status Quo
NCP - Normal Career Progression 540 - Conv to Reins-Career
NTE - Promotion NTE 541 - Conv to Reins-Career-Cond
OTH - Other 542 - Conv to SES Career Appt
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RFR — Reclassification

RPR - Re-Promotion (Exception to Comp)
RTL - Removal of Time Limitation

UPG — Upgrade

543 - Conv to Reins-SES Career
546 - Conv to SES Noncareer Appt
548 - Conv to SES Ltd Term Appt
549 - Conv to SES Ltd Emergency
570 - Conv to Exe Appt

571 - Conv to Exe Appt NTE

590 - Conv to Provisional Appt NTE
702 - Promotion

703 - Promotion NTE

REC

Return from
Suspension/Furlough

RTD - Return to Duty

292 - Return to Duty

REH

Rehire

CMP - Competitive Appointment

ECA - Expert/Consultant Appointment
EMG - Emergency Appointment

EXC - Excepted Service Appointment
EXO - Executive Level Appointment
FNA - Foreign National Appointment
IPA — Intergovernmental Personnel Act
MIL - Military

OVS - Overseas Limited Appointment
RES - Reinstatement/Reemployment
RRR - Restoration/Reemployment Right
SCH - Schedule A, B, C Appointment
SES — Senior Executive Service Appt
STQ - Appointment Status Quo

TMP - Temporary Appointment

TRN - Trainee

VOL - Volunteer Appointment

VRA - VRA Appointment

XFR — Transfer from Agency

100 - Career Appt

101 - Career-Cond Appt

107 - Emergency Appt

108 - Term Appt NTE

112 - Term Appt - PER

115 - Appt NTE

120 - O/S Ltd Appt

122 - O/S Ltd Appt NTE

124 - Appt — Status Quo

130 - Transfer

132 - Mass Transfer

140 - Reins-Career

141 - Reins-Career-Cond

142 - SES Career Appt

143 - Reins-SES Cond

145 - Transfer SES Career

146 - SES Noncareer Appt

147 - Transfer SES Noncareer

148 - SES Ltd Term Appt NTE
149 - SES Ltd Emergency Appt NTE
170 - Exc Appt

171 - Exc Appt NTE

190 - Provisional Appt NTE

198 - Interim Appt in Nonduty Status
199 - Interim Appt

500 — Conv to Career Appt

501 — Conv to Career — Cond Appt
507 — Conv to Emergency Appt
508 — Conv to Temp Appt NTE
512 — Conv to Temp Appt-PER
515 — Conv to Appt NTE

540 — Conv to Reins-Career

541 — Conv to Reins-Career-Cond
542 — Conv to SES Career Appt
543 — Conv to Reins-SES Career
546 — Conv to SES Noncareer Appt
548 — Conv to SES Ltd Term Appt
549 — Conv to SES Ltd Emergency
570 — Conv to Exc Appt

571 — Conv to Exc Appt NTE

590 — Conv to Provisional Appt
702 — Promotion

703 — Promotion NTE

713 — Change to Lower Grade

721 — Reassignment

740 — Position Change

741 — Position Change NTE

997 — Administrative Accession

RET

Retirement

DIS — Disability

ERT - Early Retirement (Special Option)
ILI — Retired - ILIA Adverse Action
MAN - Mandatory

RET - Retired

300 - Retirement - Mandatory
301 - Retirement - Disability

302 - Retirement - Voluntary

303 - Retirement - Special Option
304 - Retirement — ILIA

3/2004




CHRIS HR Users' Manual

RVL - Retired - Voluntary

RFL Return from LWOP RFL - Return from LWOP 280 - Placement in Pay Status
292 - Return to Duty
293 - Return to Pay Status
STO Short Term Disability STD - Short Term Disability 460 - LWOP NTE
SUS Suspension DAC - Disciplinary Action 450 - Suspension NTE
DSB - Disorderly Behavior 452 - Suspension — Indefinite
ILA —Illegal Action
IND - Suspension — Indefinite
NTE - Suspension NTE
TER Termination ADM — Administration Separation 312 - Resignation — ILIA

ATT — Attendance

CHI — Child/House Care

CON — Misconduct

DEA — Death

DIS — Dishonesty

DPP — During Probationary/Trial Period
DSC — Discharge

EES — Dissatisfied w/Fellow Employee
EFT — End of Fixed-Term Contract
ELI — Elimination of Position

EXP — Expiration of Appointment
FAM — Family Reasons

HEA — Health Reasons

HRS — Dissatisfied with Hours

ILL — Illness in Family

INS — Insubordination

JOB — Job Abandonment

LOC - Dissatisfied with Location
LOW — Lack of Work/Funds

LVE - Failure to Return from Leave
MAR — Marriage

MIS — Misstatement on Application
MSP — Directed by MSPB

MUT — Mutual Consent

OTH — Other

OTP — Resignation - Other Position
PAY - Dissatisfied with Pay

PER — Personal Reasons

POL — Dissatisfied w/Comp. Policies
PRM - Dissatisfied w/Promotion Opps
PTD - Partial/Total Disability

RAT - Retired from Affiliate

RED - Staff Reduction

REF — Refused Transfer

REL — Relocation

RES — Resignation

RET — Return to School

RIL — Resignation — ILIA

RLS — Release

RMYV — Removal

SEC — National Security

SUP — Dissatisfied with Supervision
TAR — Tardiness

TRA — Transportation Problems

TYP - Dissatisfied with Type of Work
UNS - Unsatisfactory Performance
VIO - Violation of Rules

VSP — Voluntary Separation Program
WOR - Dissatisfied with Work Conditions
XFR - Transfer — Appt In

ZCL - Change to Lower Grade - CAO
ZCV — Conv to Appt — CAO

ZPC — Position Change — CAO

317 - Resignation

330 - Removal

350 - Death

351 — Termination - Sponsor Relocating
352 — Termination Appt in

353 — Separation - US

355 — Termination - Exp of Appt
356 — Separation - RIF

357 — Termination

385 — Term during prob/trial period
390 — Separation - Appt in

500 — Conv to Career Appt

501 — Conv to Career-Cond Appt
507 — Conv to Emergency Appt
508 — Conv to Term Appt NTE

512 — Conv to Term Appt — PER
515 — Conv to Appt NTE

540 — Conv to Reins-Career

541 — Conv to Reins-Career-Cond
542 — Conv to SES Career Appt
543 — Conv to Reins-SES Career
546 — Conv to SES Noncareer Appt
548 — Conv to SES Ltd Term Appt
549 — Conv to SES Ltd Emergency
570 — Conv to Exc Appt

571 — Conv to Exc Appt NTE

590 — Conv to Provisional Appt NTE
702 — Promotion

703 — Promotion NTE

713 — Change to Lower Grade

721 — Reassignment

740 — Position Change

741 — Position Change NTE

903 — Administration Separation
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ZPR — Promotion — CAO
ZRS — Reassignment — CAO

XFR Reassignment/Conversion CAO - Conv to Appointment - CAO 500 - Conv to Career Appt
CRM - Competitive Reassignment 501 - Conv to Career-Cond Appt
CTA - Conv to Appointment 507 - Conv to Emergency Appt
EER - Employee Request 508 - Conv to Term Appt NTE
EXC - Exception to Competition 512 - Conv to Term Appt — PER
FPP — Failed Managerial/Supervisory Period 515 - Conv to Appt NTE
ILR — In Lieu of RIF 520 - Conv to O/S Ltd Appt
MRR - Manager Request 522 - Conv to O/S Ltd Appt NTE
MSP - MSPB Decision 524 - Conv to Appt-Status Quo
NCS - Issuance of New Classification Standards 540 - Conv to Reins-Career
OMB - Resulting from OMB Circular A-76 541 - Conv to Reins-Career-Cond
PRO - Promotion 542 - Conv to SES Career Appt
PSC - Position Change - CAO 543 - Conv to Reins-SES Career
PSN - Position Change 546 - Conv to SES Noncareer Appt
RCA - Reassignment - CAO 548 - Conv to SES Ltd Term Appt
RCL - Resulting from Reclassification 549 - Conv to SES Ltd Emergency
REA - Realignment 570 - Conv to Exc Appt
RIF — RIF 571 - Conv to Exc Appt NTE
RLC - Realignment - CAO 590 - Conv to Provisional Appt NTE
ROR - Reorganization 721 — Reassignment
ROT - Reassignment (Other) 740 - Position Change
RPL - Resulting from RPL, CTAP, ICTAP 741 - Position Change NTE
SES — Senior Executive Service Appt 790 — Realignment
VRA - VRA Appointment
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6.2

Earnings Code

Earnings

codes are used in CHRIS to establish, change, and terminate other pay, allowances, and differential.

A separate action must always be processed to establish, change, or terminate each of these entitlements,
allowances, and/or differentials. You must never use another personnel transaction such as hire,
promotion, or reassignment to establish, change, and/or terminate these entitlements, allowances, and/or
differentials. If one of these entitlements, allowances, and/or differentials begins, changes, or ends
simultaneously with another personnel transaction, process two separate actions with the same effective
date.

In cases where an employee is eligible simultaneously to more than one entitlement, allowance, and/or
differential all relevant earnings codes must be carried forward on each personnel action effective during
that period.

When a new entitlement, allowance, and/or differential is granted, you must click on the (+) within the
Earnings Code box to insert a new earnings code row. Do not delete or overwrite the existing earnings
code row in these cases.

The only time you will actually remove an Earnings Code from any personnel transaction is when an action
is being processed to terminate an entitlement.

The following NOA codes must be used to process these actions.

NOA Code NOA Purpose

810 Chg in Allow/Diff Establish, change in percentage or terminate retention
allowance or supervisory differential

818 AUO Establish, change in percentage or terminate administra-
tively uncontrollable overtime entitlement

819 Availability Pay Establish or terminate availability pay

940 Standby Premium Pay Establish, change in percentage or terminate standby
premium

941 Non-Foreign COLA Establish, change in percentage or terminate non-foreign
COLA

942 Post Allowance Establish, change rate, or terminate post allowance

943 Foreign Post Differential Establish, change percentage, or terminate foreign post
differential

944 Home Leave Establish, change rate, or terminate home leave

945 Physician’s Comparability Establish, change rate, or terminate physicians
comparability allowance

946 Danger Pay Establish, change percentage, or terminate danger pay

Refer to Chapter 14 of this manual for a complete list of Earning Codes used in CHRIS.
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Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1Data Control

Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

NNk LD -

| PAR Remarks |

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

2. For NOA Code 818, Do not use remark PS81.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Compensation

1/2004

| Other Pay Information |

1. Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may
be required to enter the Pay Period Amount. If more than one earnings code is required, insert a row
in the Earnings Code field.

2. If terminating, place cursor in the Earnings Code field and delete each row by using (-).

3. Verify salary information.
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6.3

Change to Lower Grade

Step 1 Create or Modify Position.

A. 1If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”

B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

C1Data Control

1. Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

Nk

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

1Job

09/05/03

Delete the Position.

. Tab - this will remove prior position information.

3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data).

4. Tab - this will refresh with new position information.

N —
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[(JCompensation

1.
2.

Review/Change Pay Rate Determinant.
If employee is on retained grade or pay, enter applicable information.

| Other Pay Information |

1.

Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may
be required to enter the Pay Period Amount. If more than one earnings code is required, insert a row
in the Earnings Code field.

| Accounting Info |

1.

Review/Change Appropriation Code in the Account field.

E]Employment 1

Enter LEO SCD if applicable.

2. The Pay Chg Dt will autopopulate with the effective date of the action unless the Base Pay and
Locality/LEO Adjustment does not equal the corresponding fields on the prior non-canceled row.

3. Review/Change LEI Date. Generally you would only manually change the LEI date when someone is
changed to lower grade after serving a temporary promotion (to reflect the date of the last equivalent
increase employee received while in their permanent position).

EEmployment 2
Review/Change/Enter Retained Grade Expires dates as appropriate. NOTE: Retained Grade
Expiry Date should be entered one day less than the Retained Grade Begin Date. Ex: Retained
Grade Begin Date is 12-12-1998, then Retained Grade Expiry Date should be 12-11-2000.

2. Review/Change Permanent Data RIF. Note: Should be the same as the position data record unless
the employee is on a temporary promotion.

[“IReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. TIfyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter

the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

Ll NS

Click on Correct History.

Select Employee.

Make necessary corrections, delete row (-) or change PAR Status to PRO.
Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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6.4 Locality Pay

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[(JCompensation
1. Delete the Step and tab.
2. Re-enter the Step and tab.
3. Verify Locality Payment.
4. Enter base pay if employee’s Step is “00.”

[JEmployment 1
1. The Pay Chg Dt will autopopulate with the effective date of the action.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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6.5

Bonus - (Separation Incentive, Relocation, Recruitment and Referral Bonus)

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

09/05/03

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

| Award Data |
1. Enter Award Amount.
2. DO NOT enter or change Account Code.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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6.6 Pay Adjustment

NOTE: If this Pay Adjustment requires a change to the employee’s pay plan or grade, which is
on rare occasion, the employee’s position must reflect that change, i.e., from GM to GS pay
plan. If not, proceed to Step 2.

Step 1 Create or Modify Position.
A. 1If you are re-using an old Position, refer to the section on “Modifying Position” under ‘“Position
Information.”
B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control

Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

Nk L=

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.
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1Job

Important: If the pay adjustment requires a change to the pay plan or grade, which is on
rare occasion, the following 2 steps must be processed so that the correct position
information populates the Job:

1. Delete the Position.
. Tab - this will remove prior position information.
3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data).
4. Tab - this will refresh with new position information.

[C1Compensation - This applies to WB, WG, WL, and WS pay plans also.
1. If you made a change to the position information:
a) Enter the Step.
2. If the position information has not changed:
a) Delete the Step and tab.
b) Re-enter the Step and tab.
NOTE: If pay plan is WB or AD with a step then you must enter the step as “1”, tab out of the step
field and then re-enter the appropriate step.
Manually enter the base pay if the employee’s Step is “00.”
4. Verify salary information.

W

[JEmployment 1
1. The Pay Chg Dt will autopopulate with the effective date of the action.
2. If processing this action for an employee with pay plan “AD,” you may enter the LEI Date to track
scheduled increases.

[CJReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. TIfyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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6.7 Promotion - (Career Ladder, Competitive, Temporary Promotion NTE)

Important: Check to see if employee is entitled to a WGI before processing promotion if so,
refer to the Section “Multiple Action With Same Effective Date for an Employee” under “Basic
Operations/Functions.”

Step 1 Create or Modify Position.
A. 1If you are re-using an old Position, refer to the section on “Modifying Position” under “Position
Information.”
B. If the Position does not exist, refer to the section on “Creating a Position” under “Position
Information.”

Step 2 Process Personnel Action.
Administer Workforce > Administer Workforce (USF) > Use > Request Action

[ 1Data Control

1. Select Employee.

2. Insert a row (+).

Enter the Actual Effective Date and Not to Exceed Date if appropriate. PAR Status defaults to
REQ.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code field or as part of the actual Authority Code text.

[O8)

N ks

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.
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[1Job
1. Delete the Position.
. Tab - this will remove prior position information.
3. Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will default from
Position Data).
4. Tab - this will refresh with new position information.

[(JCompensation

1. Review/Change Pay Rate Determinant.

2. Enter Step, if applicable.

3. Verify Step Entry Date and Grade Entry Date.
NOTE: The Grade Entry Date ficld is system generated and reflects the effective date of the action
that changes the employee’s grade. (Example: If an employee has been a grade 12 for three years and
then receives a temporary promotion to a 13, the temporary promotion action should reflect the date
that he/she was promoted to the 13. Once a change to lower grade action is processed, the field should
reflect the date that the employee was brought back to the grade 12, not the original date that he/she
was promoted to the grade 12.)

| Other Pay Information |

1. Review/Change/Enter Earnings Code if appropriate. Based on selection of Earnings Code, you may
be required to enter the Pay Period Amount. Insert a row in the Earnings Code field if more than
one Earnings Code is required.

| Accounting Info |
1. Review/Change Appropriation Code in the Account field.

[JEmployment 1
NOTE: 1If the promotion being processed is to make a Temporary Promotion permanent you must
manually enter the Pay Chg Dt and LEI using the effective date of the Temporary Promotion.
1. Enter LEO SCD if applicable.
The Pay Chg Dt will autopopulate with the effective date of the action unless the Base Pay and
Locality/LEO Adjustment does not equal the corresponding fields on the prior non-canceled row.
3. The LEI Date will autopopulate with the effective date of the action.

| Exp Dates |
1. If processing a Temporary Promotion, enter Temporary Promotion date.

[JEmployment 2

1. Enter appropriate Probation Dates: Probation Date, SES Probation, Supv/Manager Probation.
These dates should be completion dates of probation periods. Enter date completed if probationary
period has already been served. Leave blank if not subject to a probationary period.

2. Enter Retained Grade Expires dates as appropriate.

3. Permanent Data-RIF autopopulates from the Position Data Record unless the employee is on a
temporary promotion. Do not change if this is a temporary promotion.

4. Review other data and change as necessary. Last Promotion Date autopopulates with effective date
of action. If a temporary promotion is made permanent, this date must be changed to reflect the
effective date of the temporary promotion.
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| Security Info |

1.
2.

Review/Change Security Clearance, Status, and Status Dt.
Indicate if a Financial Disclosure is required.

CJReturn to Data Control

1.
2.
3.

Save.

Print SF-52 and review for accuracy.

If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

bl NS

Click on Correct History.

Select Employee.

Make necessary corrections, delete row (-) or change PAR Status to PRO.
Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.

09/05/03
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6.8

Extension of Promotion NTE

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

C1Data Control

Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.

Enter Not to Exceed Date.

Select Action.

Select Reason Code.

Enter the NOA Code.

Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space
provided to the right of the Authority Code ficld or as part of the actual Authority Code text.

PN R LD =

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.

b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Compensation

= NOTE: The Grade Entry Date ficld is system generated and reflects the effective date of the action
that changes the employee’s grade. (Example: If an employee has been a grade 12 for three years and
then receives a temporary promotion to a 13, the temporary promotion action should reflect the date
that he/she was promoted to the 13. Once a change to lower grade action is processed, the field should
reflect the date that the employee was brought back to the grade 12, not the original date that he/she
was promoted to the grade 12.)

[JEmployment 1
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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6.9 Award - (Individual/Group Cash, Invention, Suggestion, Student Loan
Repayment, Time Off, Travel Savings Incentive, etc.)

NOTE:

1.

If an award needs to be processed for an employee who has been reassigned (or promoted) to a different
office than the one granting the award, the HR Office processing the award must coordinate the personnel
action with the employee’s current HR Office. Awards are charged to the employee’s current organization;
therefore, if the award was granted by the employee’s former organization, the former organization must
reimburse the current organization for the award amount paid to the employee. When mass award actions are
processed by the CHRIS staff, both the current and former HR Office will be notified that coordination of the
award payment will be needed.

In accordance with the DFAS pay system, two awards with the same NOAC and same effective date cannot
be processed.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[IData Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter Authority#1 and/or Authority #2 for NOA Code 878, SES Rank Award, or 879, SES

Performance Award Only; if the authority requires inserts, enter them within the space provided to the
right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

| Award Data |
1. Enter Award Amount or Hours as required.
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2. Enter appropriate identifier (case number) in Group/Individual Award field is available for optional
use. This is not a required field. The value of “0000” identifies an individual award. The group
award number should be greater than “0000” and is assigned by each office maintaining its own
numbering system for group awards.

3. DO NOT enter or change the Account Code.

[CIReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. TIfyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter

the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

09/05/03
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Click on Correct History.

Select Employee.

Make necessary corrections, delete row (-) or change PAR Status to PRO.
Save.
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6.10 Quality Increase

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[(1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[(JCompensation
1. Enter the Step and the Step Entry Date will default to reflect the effective date of the action.
2. If Pay Plan is “GM” the base pay will automatically calculate the new salary. DO NOT CHANGE
BASE PAY FOR THE EMPLOYEES.

[JEmployment 1
1. The Pay Chg Dt will autopopulate with the effective date of the action.
2. The LEI Date will be grayed out (not editable) since a QSI does not change the LEI Date.
3. The WGI Due Date will recalculate automatically if the QSI changes the WGI waiting period.
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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6.11 Within Grade Increase

Important. Review Non Pay Hours WGI to determine if WGI should be delayed.

¢ The WGI Non-Pay Hours currently recorded in CHRIS include total non-pay hours during
the WGI waiting period, not excess hours. The excess hours must be subtracted from the
total hours in determining the correct effective date for the WGI. Non-pay Hours for a
particular pay period are not posted in CHRIS until Friday following pay calculation for that
pay period. Therefore, it is recommended that you process WGI'’s in the second week of the
pay period following the effective date to ensure that effective dates are set correctly for
employees who have non-pay hours during the waiting period. To view the WGI Non Pay

Hours panel for verification of non pay hours:
Administer Workforce > Administer Workforce (USF) > Use > WGI Non Pay Hours

If an employee had any applicable NonPay hours prior to the implementation of CHRIS, the beginning row
dated 9/26/1998 will show the cumulative carryover amount from the legacy system PAY/PERS.

It is recommended that after generating the WGI Tickler Report each pay period, to review these pages for
any employee who has a balance of NonPay Hours. These pages will help determine the amount of hours
used during the required waiting period and also determine whether or not the employee is entitled to the
WGI. It is important to remember that the hours reflected on the WGI Tickler Report are the TOTAL
AMOUNT of nonpay hours and not excess of allowable hours for the WGI waiting period.

¢ [f the employee entitled to a WGI with a Pay Plan of GM and a Pay Rate Determinant of
“M,” it will be necessary to contact the CHRIS Functional Hotline for assistance in

processing the WGI.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control

1. Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.
Select Action.

Select Reason Code.

Enter the NOA Code.
Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

Al
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| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. This date must be on or before the effective date of the action. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter the required approving official in the Emplid of Tracking Row field. DO NOT
uncheck Override Operator Emplid box.

[C1Compensation
1. Enter the Step and the Step Entry Date will default to reflect the effective date of the action. NOTE:
For a GM-13/14/15 employee, use the 891 NOA Code, and the base pay will autocalculate--DO NOT
enter the base pay manually. The new base pay will autopopulate with the maximum amount for the
grade if the calculation would otherwise have exceeded the step 10 rate for the grade.
2. Locality/LEO Adjustment and Total Pay will then be calculated automatically based on the new
base salary. There will be no change to the Step Entry Date.

| Other Pay Information |
1. Review/Change/Enter Earnings Code if appropriate.
2. Review/Change Pay Period Amount if appropriate.

[JEmployment 1
1. The Pay Chg Dt will autopopulate with the effective date of the action.
2. The LEI Date will autopopulate with the effective date of the action.
3. The WGI Due Dt and WGI Status will autopopulate based on the LEI, Pay Plan, Pay Rate
Determinant, and Tenure.
4. WGI Override will automatically change from “Manual” to “Auto” if employee’s record previously
was changed to “Manual.”
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[C1Return to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.
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7 Separation Actions
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7.1 CHRIS Action/Reason Code and Nature of Action
Crosswalk — Separation Actions

Action  Action Description
Code

Action/Reason Code

Nature of Action/Codes

RET Retirement DIS - Disability 300 - Retirement - Mandatory
ERT - Early Retirement (Special Option) 301 - Retirement - Disability
ILI - Retired - ILIA Adverse Action 302 - Retirement - Voluntary
MAN - Mandatory 303 - Retirement - Special Option
RET - Retired 304 - Retirement - ILIA
RVL - Retired - Voluntary

TER Termination ADM — Administration Separation 312 - Resignation — ILIA

ATT — Attendance

CHI — Child/House Care

CON — Misconduct

DEA — Death

DIS — Dishonesty

DPP — During Probationary/Trial Period
DSC — Discharge

EES — Dissatisfied w/Fellow Employee
EFT — End of Fixed-Term Contract
ELI — Elimination of Position

EXP — Expiration of Appointment
FAM — Family Reasons

HEA — Health Reasons

HRS - Dissatisfied with Hours

ILL — Illness in Family

INS — Insubordination

JOB — Job Abandonment

LOC - Dissatisfied with Location
LOW — Lack of Work/Funds

LVE - Failure to Return from Leave
MAR — Marriage

MIS — Misstatement on Application
MSP — Directed by MSPB

MUT — Mutual Consent

OTH - Other

OTP — Resignation - Other Position
PAY - Dissatisfied with Pay

PER — Personal Reasons

POL - Dissatisfied w/Comp. Policies
PRM - Dissatisfied w/Promotion Opps
PTD — Partial/Total Disability

RAT — Retired from Affiliate

RED - Staff Reduction

REF — Refused Transfer

REL — Relocation

RES — Resignation

RET — Return to School

RIL — Resignation — ILIA

RLS — Release

RMYV — Removal

SEC — National Security

SUP — Dissatisfied with Supervision
TAR — Tardiness

TRA — Transportation Problems
TYP — Dissatisfied with Type of Work
UNS — Unsatisfactory Performance
VIO — Violation of Rules

317 - Resignation

330 - Removal

350 - Death

351 — Termination - Sponsor Relocating
352 — Termination Appt in

353 — Separation - US

355 — Termination - Exp of Appt
356 — Separation - RIF

357 — Termination

385 — Term during prob/trial period
390 — Separation - Appt in

500 — Conv to Career Appt

501 — Conv to Career-Cond Appt
507 — Conv to Emergency Appt
508 — Conv to Term Appt NTE

512 — Conv to Term Appt — PER
515 — Conv to Appt NTE

540 — Conv to Reins-Career

541 — Conv to Reins-Career-Cond
542 — Conv to SES Career Appt
543 — Conv to Reins-SES Career
546 — Conv to SES Noncareer Appt
548 — Conv to SES Ltd Term Appt
549 — Conv to SES Ltd Emergency
570 — Conv to Exc Appt

571 — Conv to Exc Appt NTE

590 — Conv to Provisional Appt NTE
702 — Promotion

703 — Promotion NTE

713 — Change to Lower Grade

721 — Reassignment

740 — Position Change

741 — Position Change NTE

903 — Administration Separation

09/05/03
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VSP — Voluntary Separation Program
WOR - Dissatisfied with Work Conditions
XFR — Transfer — Appt In

ZCL — Change to Lower Grade - CAO
ZCV — Conv to Appt — CAO

ZPC — Position Change — CAO

ZPR — Promotion — CAO

ZRS — Reassignment — CAO
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7.2 Resignation

NOTE: Ifthis Separation involves Voluntary Separation Pay, you must also process a
Bonus for the amount. See “Processing a Bonus” under section entitled “Pay Change
Action.”

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[ 1Data Control

1. Select Employee.

Insert a row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.
Select Action.

Select Reason Code.

Enter the NOA Code.

Nk v

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |

Enter Authority #1 and/or Authority #2: if the authority requires inserts, enter them within the space

1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press - to delete

unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |

1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the

SF-50. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.

2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The

Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
¢) Check the Override Operator Emplid box.

d) Enter approving official in the Emplid of Tracking Row field. DO NOT uncheck

Override Operator Emplid box.

[C1Personal Data

1. To change Personal Phone Numbers, refer to section “Correcting Personal Phone Numbers” under

1

“Basic Operations/Functions.’

[JEmployment 1

1. Separation Dt will default to reflect the effective date of the action.
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[JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is
valid, and you are authorized to change PAR Status to PRO immediately, change the PAR Status
field to PRO and Save.

4. If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-
enter the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once an old position becomes vacant, follow the procedure under “Position Information” tab to
inactivate it.

09/05/03 7.2-2



CHRIS HR Users' Manual

7.3 Retirement

NOTE: If Retirement entitles employee to Separation Incentive Pay, you must first process the

’

Bonus action. See “Processing a Bonus,” under section entitled “Pay Change Actions.’

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority #1 and/or Authority #2: if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the SF-50.
To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The Emplid
of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
e) Check the Override Operator Emplid box.
f) Enter approving official in the Emplid of Tracking Row field. DO NOT uncheck Override
Operator Emplid box.

[ JPersonal Data

1.

To change Personal Phone Numbers, refer to section “Correcting Personal Phone Numbers” under
“Basic Operations/Functions.”

[JEmployment 1

1.

09/05/03
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[(JReturn to Data Control

1. Save.

2. Print SF-52 and review for accuracy.

3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once an old position becomes vacant, follow the procedure under “Position Information” tab to inactivate
it.
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7.4

Sep aration - (RIF, Removal, Termination)

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
7. Enter Authority#1 and/or Authority #2; if the authority requires inserts, enter them within the space

provided to the right of the Authority Code field or as part of the actual Authority Code text.

| PAR Remarks |
1. Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |
1. Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. To change (if necessary):
a) Check the Action Dt Ovrd box.
b) Change Action Taken date.
¢) Uncheck the Action Dt Ovrd box.
2. The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):
a) Check the Override Operator Emplid box.
b) Enter approving official in the Emplid of Tracking Row field. DO NOT uncheck Override
Operator Emplid box.

| Severance Pay |
1. If applicable, change Severance Status to active.
2. Enter the Severance Pay and Severance Weekly Amounts.

C1Personal Data

1. To change Personal Phone Numbers, refer to section “Correcting Personal Phone Numbers” under
“Basic Operations/Functions.”

C1Job

09/05/03

1. If this action is a Termination Appt-In, you must enter the appropriate 2-digit agency code in the To
Agency field.
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[(JEmployment 1
1. Review Separation Dt; it will reflect the effective date of the action.
[(JReturn to Data Control
1. Save.
2. Print SF-52 and review for accuracy.
3. If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.
4. Ifyou leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter

the page in Correct History using the following path:

Administer Workforce > Administer Workforce (USF) > Use > Request Action

el S

Click on Correct History.

Select Employee.

Make necessary corrections, delete row (-) or change PAR Status to PRO.
Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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7.5 Death

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Request Action

[C1Data Control
1. Select Employee.
2. Insert a row (+).
3. Enter the Actual Effective Date. PAR Status defaults to REQ.
4. Select Action.
5. Select Reason Code.
6. Enter the NOA Code.
| PAR Remarks |

1.

Enter remark code in Remark CD field. Press (+) to insert additional remarks. Press (-) to delete
unnecessary remarks. Use the < or > arrows to view remarks.

| Tracking Data |

1.

Action Taken date defaults to system date. The Action Taken date appears in Block 49 of the
SF-50. To change (if necessary):

a) Check the Action Dt Ovrd box.

b) Change Action Taken date.

¢) Uncheck the Action Dt Ovrd box.
The Emplid of Tracking Row defaults to the PAR approving official for your sub-agency. The
Emplid of Tracking Row appears in Block 50 of the SF-50. To change (if necessary):

a) Check the Override Operator Emplid box.

b) Enter approving official in the Emplid of Tracking Row field. DO NOT uncheck Override

Operator Emplid box.

[(JEmployment 1

1.

Separation Dt will default to reflect the effective date of the action.

Return to Data Control

1.
2.
3.

09/05/03

Save.

Print SF-52 and review for accuracy.

If corrections are necessary or if the action needs to be deleted (-), do so now. If the action is valid,
and you are authorized to change PAR Status to PRO immediately, change the PAR Status field to
PRO and Save.

If you leave the page, before corrections, deletion, or change to “PRO” PAR Status, you must re-enter
the page in Correct History using the following path:
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Administer Workforce > Administer Workforce (USF) > Use > Request Action

1. Click on Correct History.

2. Select Employee.

3. Make necessary corrections, delete row (-) or change PAR Status to PRO.
4. Save.

NOTE: Once old position becomes vacant, follow procedure under “Position Information” tab to inactivate it.
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7.6

Processing Actions For Separated Employees

NOTE: Administrative Accessions should only be used to establish a record in CHRIS for a separated employee

who has

not previously held a record in CHRIS.

Occasionally it is necessary to process an action or correct erroneous data for a separated employee. Examples are:

A separated employee receives an award.

An employee who separates to accept a position with an international organization elects to retain Federal
benefits such as retirement, FEGLI, and FEHB during the international assignment. Pay actions such as
within-grade increases and pay adjustments for which the IAEA employee becomes eligible must be
processed to allow for correct billing of benefits.

A separated employee has erroneous data such as a retirement code that was wrong in the legacy system
and now needs to be corrected for payroll and retirement record purposes.

If the employee holds a record in CHRIS, follow standard processing procedures to process the action(s) or

correctio

n(s). In this case, do not process an Administrative Accession or Administrative Separation.

The following procedures will be used when it is necessary to access an employee into the CHRIS system, process

one or m
[ ]

ore actions, and return the employee to “Terminated” status.

Gather data needed for the Administrative Accession. This information will come from a variety of

sources such as the SF-7, OPF, payroll records, information from other Federal agencies, etc.

Select the effective date for the action. Examples are:

e  You must process an Administrative Accession (NOA Code 997), a Within-Grade Increase (NOA
Code 893), and an Administrative Separation (NOA Code 903) all effective 03/01/98. It is essential
that these steps be followed exactly because of the impact on the payroll interface. The actions must
be entered sequentially and all three actions must be entered on the same day.

¢  You must process an Administrative Accession (NOA Code 997) to correct erroneous data such as the
retirement code and then process an Administrative Separation (NOA Code 903) to change the
employee to “Terminated” status. If the employee separated between 03/01/98 and 09/26/98, and for
some reason the employee does not have a record in CHRIS, use the date of separation as the effective
date for both actions. Otherwise, you will use 03/01/98 as the effective date for both actions as this is
a key date for the PAYS interface. If you use a date prior to 03/01/98, the information will not be
picked up on the PAYS interface. Note: Most employees who separated on or after 12/01/97 will
already be in the CHRIS database.

e  Request new job codes, if needed.

e Determine if the Department ID (organization code) from which the employee was separated is in
CHRIS. If not, it will be necessary to select a related organization code that is valid in CHRIS as of
the effective date of your Administration Accession.

STEP 1

Administer Workforce > Administer Workforce (USF) > Use > Request Action

M NS

09/05/03

Select separated employee.

Insert a Row (+).

Enter the Actual Effective Date. PAR Status defaults to REQ.
Select Action — Hire.

Select Reason Code - Administrative Accession.

7.6-1
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6. Enter the NOA Code - 997 Administrative Accession.
7. Save.

STEP 2 - (For Pay and Award Actions Only)
1. Inserta Row (+).
2. Follow the directions for the WGI, Pay Adjustment or Award.
3. Use the same effective date as the Hire action.
4. Save.

STEP 3 - Also used to transfer employees to BPA (Bonneville Power Admin) or FERC

(Federal Energy Regulatory Commission)
Select separated employee.
Insert a Row (+).
Enter the Actual Effective Date (same as the Hire action).
Select Action — Termination.
Select Reason Code - Administrative Separation.
Enter the NOA Code - 903 Administrative Separation.
Save.

Nk LD~
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8 Correction & Cancellation Actions
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8.1

Correction

NOTE:

1.

2.

6/2004

Use this procedure to correct official OPM actions as well as 9XX actions.

NOA Code 002 can NEVER be used to correct an action with an incorrect NOA
Code. You must process a NOA Code 001, Cancellation, to cancel the action with
the incorrect NOA code and then re-enter the action using the correct NOA Code.
Corrections can only be processed on actions in “PRO” PAR Status. Corrections can
only be processed on items previously entered in CHRIS. To correct historical actions
(not processed in the CHRIS database) see Section 13, Web Applications.

If this correction involves changes in Position Data such as: Grade, Title, Series,
Location, Department, Work Schedule, Position Occupied, Standard Hours,
Bargaining Unit, etc., you must refer to the section on “Modifying a Position” under
“General Procedures.”

NOA Code 002 can NEVER be used to correct an Effective Date. You must cancel the
action with the incorrect Effective Date and re-enter the action with the correct Effective
Date.

For more information on refreshes, see the section entitled “Action Refreshes.”

Always enter remarks that fully explain what item(s) of the employee’s record is being
corrected. Check the Guide to Processing Personnel Actions for the appropriate types of
remarks. Remarks enable Payroll to correctly identify what needs to be changed and how
to proceed with the 002 or 966 action.

Review the following before processing Corrections:

e  The following data elements can be corrected from the most recent permanent action on which
the error appears: Date Of Birth; Name; Position Number; Veterans Preference; Veterans
Preference for RIF; Service Computation Date [Leave]; Bargaining Unit Status; Position
Occupied Code; Fund type/BR code; FLSA Category; and Tenure. Note: It is important to
remember that when you are correcting one of these data elements that you make sure that you
correct the most recent permanent action AND any non-permanent actions above it. The
permanent action is the one that must be filed on the right side of the OPF and for that reason, it
must be corrected. Remember to include remarks which state that this correction corrects actions
from (date) to (date). Otherwise, there will be no record of the correction in the OPF. Non-
permanent actions above the most recent permanent action must be corrected also so that future
actions pick up the change in the data element. All other data elements that appear on the SF-50
must be corrected by processing a NOAC 002-Correction for every SF-50 on which the error
appears. Like all other NOAC 002’s, it is imperative to enter a remark in order to explain what is
being corrected.
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Process NOAC 002-Correction to 9XX actions when incorrect data appear on these
actions. NOAC 9XX actions will no longer be refreshed by the CHRIS Functional
Hotline unless the refresh is completed the same day the action is entered or changed to a
PAR Status of COR or PRO and before the action has been transmitted to Defense
Civilian Payroll System (DCPS).

If it is necessary to process an intervening action, the actions that have already been
processed with an effective date greater than the effective date of the intervening action
will have incorrect data. If the new intervening action impacts data that appears on the
SF-50 of these later actions, all of these later actions must be corrected. NOAC 002-
Correction actions should be completed the same day as the intervening action to ensure
that all of these actions are transmitted to the Defense Civilian Payroll System (DCPS) on
the same day.

Never process a NOAC-002-Correction to an award or bonus action to correct any salary
field. This includes Basic Pay, Locality/LEO Adjustment, Adjusted Basic Pay, Total Pay
and Other Pay such as Retention Allowance, Availability Pay, AUO, etc. NOAC 002-
Correction actions must be processed to correct all other fields that appear on the SF-50
for awards and bonuses.

If a NOAC 002-Correction action is processed, changes can also be made to data fields
that do not appear on the SF-50. For example, if you process an intervening NOAC 893
Within-Grade Increase (WGI) and you need to process a NOAC-002 Correction to
actions already in CHRIS with an effective date later than the intervening action, you
should also change the LEI Date on all of these Correction actions. If changes to non-
SF-50 data elements are made, use Remark Z05 to explain the changed data, in addition
to any standard OPM remarks, as required.

When multiple NOAC 002-Correction actions are processed, it is essential that these
correction actions are processed in chronological order with the oldest action being
corrected first and the most recent action last. Review the employee’s Official
Personnel Folder, identify the actions that have incorrect data, identify any other data
fields in CHRIS that are incorrect but do not appear on the SF-50, and then complete
NOAC 002-Correction actions.

In some cases, it will be necessary to refresh salary information on NOAC 002-
Correction actions. For example, an employee had a promotion that was already in
CHRIS when the retroactive NOAC 895-Locality Payment was processed and that
Promotion already had a NOAC 002-Correction action to correct salary fields. When the
second Correction action is processed, the new NOAC 002-Correction is inserted on top
of the initial action and data fields are copied forward from that action. The second
Correction will reflect the salary before the new locality percentages were implemented,
unless salary information is refreshed even though the first NOAC 002-Correction has
correct salary information.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (USF) > Use > Correction

1Data Control

6/2004
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2. Scroll to the action you want to correct; verify the Effective Date. If there are other 002 Correction
Actions for that action, insert the current Correction Action on top of the most recent of the existing
002 Correction Actions.

Insert a row (+).

4. PAR Status defaults to COR.

W

| PAR Remarks |

Press (+) to insert Remarks or (-) to delete Remarks.

Use the < or > arrows to view Remarks.

You must delete old remarks, and then enter appropriate remarks for the correction.
Be sure to include a remark stating what has been corrected.

bl S

| Tracking Data |

1. Enter the current date in the Action Taken date block. The Action Taken date appears in Block 49
of the SF-50.

2. Enter the Emplid of the PAR approving official for your sub-agency in the Emplid of Tracking Row
block. The Emplid of Tracking Row appears in Block 50 of the SF-50.

1Job- Any changes that affect position must be made in Manage Positions first.
1. If changes were made under Manage Positions:
a) Delete the Position.
b) Tab - this will remove prior position information.
c) Enter the Position (Job Code, Agency, Sub-Agency, Department, and Location will
default from Position Data.)
d) Tab - this will refresh with new position information.

[C1Compensation
1. Review/Change Pay Rate Determinant if applicable.
2. Enter Step if this Correction affects position data.

[JEmployment 1
1. Change necessary data fields. See information on “Using SCD Calculator” under “Basic
Operations/Functions.”

[JEmployment 2
1. Change necessary data fields.

[CIReturn to Data Control

1. Save - Read the message. You must review records affected by changes and check the Review
Performed Flag before saving.

2. If you are correcting an action that is not the most recent action, a message will direct you to review
records affected by the changes and check the Review Performed Flag on the Data Control Page
before you save the action.

3. Use the right-hand scroll bar to review subsequent actions. On each record you must check the
Review check box in the upper right hand corner before saving. See section entitled “Understanding
Reviewed Flag” under “Basic Operations/Functions” for an explanation of Reviewed Flag.

4. Scroll back to the Correction Action.

5. Save.
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8.2

Cancellation

NOTE.
action.

Use this procedure to correct official OPM actions as well as 9XX
actions.

A NOA Code 001 should never be processed to cancel a NOA Code 002.
If a Correction Action should NOT have been processed because data
on the original action were correct, issue a second 002 action to correct
the “original” action. A NOAC 001 cannot be processed to cancel an
action that was entered the same day as the cancellation.

Cancellation is used to rescind an earlier action that was improper, that
was proper but contained references to an improper action, or that
contains remarks that are inappropriate or erroneous and that should
not have been recorded.

- This process should only be used for an official NOA Code 001 Cancellation PAR

If employee’s record only has one action (single row) of data, you must first insert a row
and enter the appropriate action, then process the cancellation for the
incorrect/unnecessary action.

If the cancellation affects Position Data you will need to delete the appropriate rows of
position information that were created/modified for the action being canceled.

Review the following before processing Cancellations:

When a

NOAC 001-Cancellation is processed as an intervening action, review all actions with an effective date

greater than the effective date of the intervening Cancellation (or equal to the effective date if multiple actions are

effective

on that date and there are actions with a higher transaction sequence than the action being cancelled).

Determine whether or not the Cancellation impacts other actions in CHRIS and process NOAC 002-Correction
actions as appropriate to revert data back to what is was prior to the cancellation. Only awards/bonuses can be
refreshed by the CHRIS Functional Hotline where affected data elements do not print on the SF-50 (e.g., salary data
fields). These corrections and refreshes should be completed the same day as the Cancellation if at all possible.

Step 1 Process Personnel Action

Administer Workforce > Administer Workforce (UDF) > Use > Cancellation

[ 1Data Control

09/05/03

1. Select Employee.
2. Select appropriate action and verify Effective Date.
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AN

7.

You can NEVER insert a row on a canceled row.

Click on PAR Status and change to CAN.

Enter Authority #1 and/or Authority #2 if applicable.

If you are canceling an action that is not the most recent action, a message will direct you to review
records affected by the changes and check the Review Performed Flag on the Data Control Page
before you save the action.

Save.

| PAR Remarks |

1.
2.
3.

Press (+) to insert Remarks or (-) to delete Remarks.
Use the < or > arrows to view Remarks.
You must delete old remarks, and then enter appropriate remarks for the cancellation.

| Tracking Data |

1.

2.

Enter the current date in the Action Taken date block. The Action Taken date appears in Block 49
of the SF-50.

Enter the Emplid of the PAR approving official for your sub-agency in the Emplid of Tracking Row
block. The Emplid of Tracking Row appears in Block 50 of the SF-50.

NOTE: Ifthis is not the most recent action being canceled, you will need to cancel/correct each
subsequent action.

6/2004
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8.3 Settlement Agreements And Court Orders

CHRIS users are urged to review these procedures carefully. Since many of these situations require the processing
of multiple retroactive personnel actions, this processing activity must be planned carefully in close coordination
with CHRIS, Payroll, and DOEInfo staff members. The CHRIS user assigned responsibility for effecting the
settlement agreement and/or court order must work closely with the CHRIS Functional Hotline staff to prepare and
correct the employment history, the Payroll Office to reconstruct the retirement card, and the DOEInfo staff to
purge any actions that will be obsolete. Users are urged to initiate an early conference call initially with CHRIS
Functional Hotline to discuss the terms of the agreement or court order that must be implemented. Subsequent
discussions will probably be necessary with Payroll and DOEInfo staff members prior to the time that the new
actions are affected in CHRIS.

Background
Certain settlement agreements, decisions, and court orders require the correction or cancellation of previously issued

actions and processing of replacement actions and/or newly-required actions to make the employee “whole.”
According to the Guide for Processing Personnel Actions, agencies are required to change the employee’s record in
their service record system, making sure to delete all actions or items referring to a canceled action. DOElInfo is the
corporate repository system which maintains the service record history information, SF-7.

In addition to the Official Personnel File (OPF) reflecting the reconstructed record and the service record containing
no references to any canceled actions, the settlement agreement or decision may stipulate that all references to
negative, adverse, or erroneous information be removed from all automated or electronic files. For DOE, the
electronic records are maintained within the Corporate Human Resource Information System (CHRIS) which is
used to process personnel actions and update DOEInfo.

Procedure
This procedure addresses how the service record system will be reconstructed and the manner in which electronic
records will be expunged if the decision states that this is required.

1. Upon notification by the HR Office that an employee’s personnel record must be reconstructed and the
electronic records must be purged due to a settlement agreement or court order, the CHRIS user will identify
what actions need to be canceled, corrected, and replaced or are newly required.

2. The CHRIS user will print the SF-7 card and annotate the document with the types of actions that need to be
removed, inserted, or corrected.

3. The CHRIS user will fax the annotated SF-7 record to the CHRIS Functional Hotline at (304) 285-0902 for
evaluation as to how the actions should be processed in CHRIS.

4. The CHRIS Functional Hotline staff will review the document to determine:

. how far back the employee’s history must be reconstructed.

. if all the actions can be done within CHRIS.

. what actions the user can process within the system.

. what actions the CHRIS staff will need to enter in the system.

. if job codes and table modifications (e.g., department table) are needed to accommodate the historical
actions.

° what actions need to be deleted from the system after the record is reconstructed.

5. The CHRIS staff will contact the user to discuss the steps needed and advise of any intervention needed.

1/2004 8.3-1



CHRIS HR Users' Manual

6.

10.

11.

12.

All actions to effect a settlement agreement or court order should be processed in a single pay period,
preferably in as compressed a time frame as possible. The user should notify the CHRIS Functional Hotline
in advance of when he/she plans to affect these actions. Generally, processing (both position and employee
changes) should begin immediately following a pay calculation run to give the user ample time within a
single pay period to complete all actions. Any new job codes that may be needed may be requested prior to
the pay period in which the processing will occur.

As needed, the user will contact the CHRIS Functional Hotline for assistance in processing the actions. The
CHRIS staff will work jointly with the user on those actions or table updates that need to be done by the
hotline staff.

The user will check DOEInfo the next day to verify if the actions have been updated in the repository and
will notify the Hotline when the actions are completed.

The CHRIS Hotline will delete the actions (rows) for all cancellation, correction, and original actions that
contain references to the erroneous actions as specifically required by the settlement agreement. The actions
will be deleted only after the transactions have been reported to OPM on the next CPDF Dynamic report.
Upon completion, the Hotline staff will notify the user in writing that the actions in CHRIS were purged.

After processing the settlement agreement or court ordered actions, the user will obtain a copy of the most
recent SF-7 record and annotate the document with those actions that need to be removed or added on
retirement record card, SF-2806. If CHRIS could not be reconstructed to accurately reflect the employee’s
service history due to the age of the actions, the user will manually prepare any SF-50s.

The user will forward a note to CR-55, along with a copy of the annotated SF-7 card and the SF-50s,
requesting reconstruction of the retirement record card. Send the request to:

Payroll Division, CR-55
Department of Energy
19901 Germantown Road
Germantown, MD 20874

If the settlement agreement or court order stipulates that historical electronic records are required to be
expunged of the erroneous actions, provide a copy of the annotated SF-7 card to:

Frank Casaleno

Department of Energy, SO-4
19901 Germantown Road
Germantown, MD 20874
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9.1

Refreshes of Current Actions

09/05/03

Refreshes can be completed on any action and to any data element if the refresh is requested and completed
on the SAME DAY the action was entered or changed to a PAR Status of COR or PRO in CHRIS and
before the action has been transmitted to Defense Civilian Payroll System (DCPS).

Refreshes can be done for Award/Bonus actions for any field that does not appear on the Award/Bonus
SF-50, such as salary fields.

Refreshes will no longer be completed to change Standby Premium. NOAC 940 will be used to change,
establish, or terminate Standby Premium in the Defense Civilian Payroll System (DCPS) when the action is
not effective in conjunction with a standard OPM action. If this action is processed as an intervening
action, new NOAC 940 actions must be inserted on top of each action in CHRIS that has an effective date
greater than the initial NOAC 940 action. The effective date for the NOAC 940 actions will be the same
date as the effective date of the action being updated.
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9.2

Refreshes of Intervening Actions

09/05/03

Refreshes can be completed on any action and to any data element if the refresh is completed on the
SAME DAY the action is completed with a PAR Status of COR or PRO in CHRIS and before the action
has passed Defense Civilian Payroll System (DCPS).

Salary fields (including Other Pay such as Retention Allowance, Availability Pay, AUO, etc.) MUST BE
refreshed on all award actions when an intervening action causes an award action with a later effective date
to carry incorrect salary data. This data does not print on the SF-50 nor does it pass to the Defense Civilian
Payroll System (DCPS) on this type of action. These refreshes should be completed the same day as the
intervening action when possible.

When an intervening action is processed to terminate or change an NTE date for a Temporary
Appointment, you must insert a NOAC 966 action on top of each action in CHRIS that has an effective
date greater than the intervening action to change the Hire NTE. Contact the CHRIS Functional Hotline
IMMEDIATELY ON THE SAME DAY after you complete the NOAC 966 so that they can refresh the
Hire NTE since you do not have access to this field.

When an intervening action is processed to terminate or change an NTE date on a Temporary Promotion,
you must insert a NOAC 966 action for each action already in CHRIS using the same effective dates of the
actions to remove the Promotion Expiration Date on the Employment Data I/Exp Date page. If you are
completing NOAC 002-Corrections to any of these actions, you may remove the expiration date on these
Corrections instead of processing a new NOAC 966 action.

When an intervening action is processed to terminate or change an NTE date for LWOP, you must contact
the CHRIS Functional Hotline to request a refresh of Non Pay Data fields on Employment 2/Non Pay Data
Page. This refresh should be completed the same day the intervening action is completed.

When a NOAC 866-Termination of Grade Retention is completed as an intervening action, you must
process a NOAC 966 action on top of each action in CHRIS with an effective date greater than the
effective date of the NOAC 866 action to remove the Retained Grade Begin and Expires Dates on
Employment Data 2 page. If you are completing NOAC 002-Corrections to any of these actions, you may
remove these dates on these Corrections instead of processing a new NOAC 966 action.

When an intervening action is processed that changes the Grade Entry or Step Entry date, the user MUST
contact the CHRIS Functional Hotline so they can refresh these dates since these fields are grayed out and
the user cannot access them.

When intervening 9XX actions are processed to change any field that appears on the SF-50 (e.g., Sub-
agency, Dept ID, POI), NOAC 002-Correction actions will need to be completed on all actions with an
effective date greater than the effective date of the intervening action so that the SF-50/52 Print Data table
and the Defense Civilian Payroll System (DCPS) data update correctly.

Refreshes will no longer be completed to change Standby Premium. NOAC 940 will be used to change,
establish, or terminate Standby Premium in the Defense Civilian Payroll System (DCPS) when the action is
not effective in conjunction with a standard OPM action. If this action is processed as an intervening
action, new NOAC 940 actions must be inserted on top of each action in CHRIS that has an effective date
greater than the initial NOAC 940 action. The effective date for the NOAC 940 actions will be the same
date as the effective date of the action being updated.
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10 CHRIS Reporting
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10.1 Corporate Reports

Reports Available From Manage Human Resources/DOE Reports

PAR Remarks

Accession by Bargaining Unit

Alpha List of Active Employees

Awards Report

Bargaining Unit Employees

Organization (Profile) Report

Service Awards
SSN List of Active Employees

User Workload Report

REQ/INI Stat Report

Terminations by Bargaining Unit

Department Managers Report

“Reports to” Report

“Reports to” Differences

09/05/03

This report will generate a listing of PAR Remarks sorted by Remark Code.

This report runs using specified “from/to” dates so that a biweekly report can
be generated based on the designated BUS Code and sub-agency.

This report will create an alphabetical list of employees within your
subagency.

This report runs using “from/to” dates based on the designated sub-agency for
“any” employee who has an award-related NOA processed such as 872, 874
through 879, 885, and 892. The user will have the capability to select the
desired NOA Codes from a drop down list. It will also indicate the
employee’s status.

This report runs using an “as of” date to obtain a snapshot of employees based
on the designated BUS Code and sub-agency.

This report will create an organizational list of employees within your sub-
agency.

This report will generate a list of employees eligible for a service award.
This report will create a list of active employees by Social Security Number.

This report will generate a count of actions processed by NOA Code and
Operator ID’s with the subagency.

This will generate a listing of actions that are in a PAR Status of REQ/INI.

This report runs using specified “from/to” dates so that a biweekly report can
be generated based on the designated BUS Code and sub-agency.

This report generates a list of the Department Table with the Manager
assigned to each department.

This report generates a list of each employee within their sub-agency and the
their supervisor from the position data and employment data record.

This report generates a list of differences that exist between the employees
position data record and the employment data record.
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Reports Available From Manage Positions/Reports

Job Code Table Report This report creates a job code listing for your organization(s).

Official Position Titles Report This report creates a list of all official position titles used in CHRIS.

Organization Position Titles This report creates a list of all organization position titles used in CHRIS.

Vacant Position Report This report creates a list of your vacant positions and information about those
positions.

Printing from Adobe Acrobat 5.0

Forms, reports, and queries will no longer be sent directly to your printer. All print jobs will be sent to the report
repository. The Report Manager is where a list of your print jobs wait for viewing or printing. Some reports will
require you to modify the “Copies and Adjustments” section (e.g., to shrink oversized pages to paper size) on the
Print page. This is to control what buttons need to be turned on or off. You may have to open “Properties” and
select the proper orientation “Portrait” or “Landscape” (e.g., to “Flip on Long Edge” to print reverse of SF-50).
Once the form, report, or query appears in the print preview display as you want to see it printed, send it to the
printer.

How to Establish A Run Control

A Run Control is a set of instructions that you enter to establish a new run control for the first generation of each
available report that you use thereafter when you run the same report. You may establish an unlimited number of
run controls, but once established, they cannot be deleted.

1. Add - Used to setup/create a completely new Run Control ID. Enter a Run Control ID (max 30 characters)
on the popup window and click OK. If the Run Control already exists, you will get the error message:
“Specified record already exists Update?” Press ‘Yes’ to use the Entered Run Control ID or ‘No’ to add a
new one. On the next screen you will be required to enter the requested information before you will be able to
use the new Run Control. You may add additional sub agency information, where appropriate, by hitting the
(+) key.

2. Search - Used when executing an existing Run Control. Once a Run Control ID is setup the same Run
Control ID can be used every time to run the same report.
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Running Reports to Excel from CHRIS

Use the following steps to run established queries to Excel from CHRIS:
Logon on to CHRIS using your site’s special query logon ID and password.
Go to: Home > PeopleTools > Query Manager > Use > Query Manager

Type the first few letters of the query name (NO for Notices, TICK for Ticklers, N_MASS to generate spreadsheets
requesting mass actions) in the ‘Search For’ field and click on the Search button to generate a list of queries.

In the resulting query list, click on the ‘Run’ hyperlink at the end of the line for the query you want to run. This
will take you to a ‘Query — Microsoft Internet Explorer’ window displaying the query results or presenting prompts

associated with the query.

Note: If you click on the query name instead of the RUN link, you will open the query. Once the query is open, the
Run hyperlink will appear at the bottom of the page. (You may have to scroll down to see it.)

If there are prompts associated with the query, the next screen will display the prompt fields and the headings for
the query report. Fill in the prompt fields and click on the ‘View Results’ button to fill in the report.

Note: The calendar icon beside date prompts is nonfunctional. This will be corrected in a later version of the
software.

If you want to run the query to a spreadsheet, click on the hyperlink for ‘Download results in: an Excel
Spreadsheet’ at the top of the page to run the report to EXCEL.

If you see a File Download page, select “Open this file from its current location” and click on OK.
If you see an ‘Open With’ window, choose MicroSoft Excel as the program you want to use.

In the Query results screen, go to the File menu and choose Close to close that Internet Explorer window and return
to the query window.

When you run reports to Excel you will notice that any fields from the database that begin with zero will pull into
the spreadsheet without the zero(s). Some examples of these fields are National ID (SSN), Position Number, Dept
ID and Job Code.

Follow these steps to re-format these fields:

To reformat National ID (SSN), click on the column label within the spreadsheet for National ID or Social Security
number to select the entire column. Then select the Format/Cells menu option. On the Number tab, select the
Custom option, pick 0 under Type, then type in 8 additional zeros in the TYPE field. Click OK. This will restore
the NID/SSN to a 9-digit string by adding back any leading 0’s.

You can use the same procedure with 8 zeros for Position number and 6 zeros for Jobcode. You can use 10 zeros
for Deptid if all of your departments in the column should be10 characters long.
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Columns or adjacent cells that are empty may not display the grid lines. To turn on all grid lines:

Click in the top left corner cell (the unlabeled intersecting cell above row 1 and before column A) to select
the entire spreadsheet.

Select the menu option Format \ Cells.
On the Alignment tab, make sure “Wrap Fields’ is NOT checked (if it is checked, turn it off).

On the Border tab, click on the icon labeled ‘inside’. (Or click the ‘borders’ icon on the tool bar and pick
the option showing a solid line cross within a solid line square.)

Query Tool Enhancements

Query Tool Enhancements

Records Tab:

The Search page for queries and records reflect the following enhancements:

a. The “Search In” (Name / Description / Both) radio button set has been replaced with a Drop Down List
defaulted to ‘Name.’
b. The “Search Type” (Begins With \ Ends With \ Contains) radio button set has been replaced with a Drop
Down List defaulted to ‘Begins With.’
c. Arequired “Query Type” Drop Down list has been added. This defaults to ‘User’ and should NEVER be
changed.
23 Query Manager Component - Microsoft Internet Explorer =18l x|
Fle Edt ‘iew Favortes Tools Help |
dmBack + = - (D o} | @ysearch [EiFavorites GhtMedia (B | Ehe S =
Address [{&] https:/fchriswebssl.netl.doe. gov/servletsjicientserviet{chrisf?emd=starti =] | uinks >

Create Mew Query

@ Home & Worklist 3 Sign Out

Home = PeogleTools = Guery Manager = Use = Query Manager ey Yhiin dow

Query Manager
Find an Existing Query

‘Query Type:

Search by: [Name =1 [begins with =1 [ [Rote = |
[Braces= ]
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Queries Tab:
The Queries tab has been enhanced with the following:
a. The Queries tab displays all fields available from the record on which the query is based. The A/Z button

has been added to allow the columns/fields to be sorted alphabetically.
b. The “Check All Fields” and “Uncheck All Fields” buttons have been moved to the top of the query field

list.
:l_llll'r_-"'hlluﬁlj" I nmpnnend - Mirenselt inbemmet Fuplorer _‘lﬂ
|| Pl e vew Feoim To b i
| et < = [attes v b o g it el s
||k @ 1Cubemion ks 8] Fren tiokread @] Wirckows Meha ] Weckn !
|| THP 2 - sumien | saeen |« ||| et e i v voom + W P Sports + W vanosl + [ tahool MM = g Prancn + GFMaver + O Stoepen + w

Queny Mame: SOTICE_W0I_CERTIFICATION Degcriphon: Mo:E W0 Ceritcaion

=

Click Rddar neet 10 (e nnd 5 ahiv fiekes Check Bl ds B add n gusry, Unehack eids 10 neenowe Tmm guesy Add mlrunal*@!
records by cHoking the records- 158 When Anshad click s Nsigs 1sh T

Rbas Rociid
@ A M_DOE_EMPLOTEEE- Haw DOE Empioyees sable Hisrahydain (=1
ChackAllFisiss | Unchazkal Fisids |

F=ENFLID : EmpilD:
F=EWPL_RTD: Empl Rod Mbr
B=EFFOT « Efacive Dala
E=EFFEED - Efaci Saquenia
FIANE - Mame
PIAME _FPREFD - Mams Freds
COUNTRY - Syt
ADDREEST - sdbdess Ling 1
ADEREES) - Address Line 1
ADOREST]) - Adaress Ling 3
ADCRESEA - Adoress Ling d
CiTy-Ciy
FEIMT - Mumber |

s [ e e [ M O [ S i
W0 A A AA A A AD D

+#

=

il [ T et

Expression Tab:
The Expression Tab has been enhanced with the following:

a.  When adding a field to an expression, the list of fields to select includes the field name and description.
The table name is also prefixed with a Table Description.
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Fields Tab:
The Fields tab has been enhanced with the following:
a. The Fields tab displays all the fields selected in the query. A ReOrder/Sort button has been added to allow
the columns/fields to be manually re-ordered while displaying all columns/fields on the same page.

b. Fields are listed with their corresponding descriptions.
c. The layout for the Edit Field Properties page has been modified.
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Edit Field Properties Page:
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Edit Field Ordering:
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Properties Link:

This page is accessed from a link that appears at the bottom of each page after the Save As, Save, and Run Links.
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Searchstring Tab:
The following Condition Types have been added:

“between” / “not between”
“exists” / “not exists,”
“in list”  / “not in List”

“between” Example:
EFFDT between 01/01/2002 and 01/31/2002.

Open the Notice. WGI_Certification

Click the searchstring Tab

Click the Add searchstring

Select a Record.Field Name: EFFDT

Select between from Condition Type Drop Down List
Enter Dates in appropriate Edit Boxes.

Click OK to complete.

NNk LD~
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Uik @]Custorsee Liks @Free Hotmad @] Wi Meda 8 wivdoms.

| WP & ~oustomizn | [ Zearcn [ - || |20 i | @y varont + WP Faringy Spote - wwvad - []vahaciMel - M Frecs - cfNews - PlShoppng -

- =

Home = FeopleTools = Gusey Managar « Use » Chssny Managar I Winds

Edit Criteria Froparties
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“in list” Example:

EMPLID in list (‘10111°, “11111°, *21003°).

Instructions:

Open the Notice WGI_Certification

Click the searchstring Tab

Click Add searchstring

Choose a Record.Field Name (Emplid)

Select In List from the Condition Type Drop Down List

Under Expression 2, Click the Prompt Button for the List Members
In the Value Edit Box Enter ‘11111”

1.
2.
3.
4.
5.
6.
7.

T Duery Manager Componend - Microsoft Intenn